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EDITOR'S PREFACE. 



''pHE object of the series of handbooks that will be 
^ published under heading of The Accountants* 
Library is to provide, at a reasonable price, detailed 
information as to the most approved methods of keeping 
accounts in relation to all the leading classes of industry whose 
books call for more or less specialised treatment. No such 
series has hitherto been attempted; but there exist, of course, 
numerous separate works dealing with the accounts of one par- 
ticular class of undertaking. These separate works are, 
however, for the most part either too expensive, or too superficial 
to answer the purpose that is particularly aimed at by The 
Accountants' Library which is intended to supply the student 
with that specialised information which he may require, while at 
the same time affording to the trader, banker, or manufacturer 
who is not in a position to secure the fullest information for his 
purpose, knowledge which can hardly fail to be of the very 
greatest assistance to him in the correct keeping of his accounts, 
upon a system specially adapted to his requirements, and there- 
fore involving a minimum expenditure of labour. It is expected 
that, the series will also be found of material assistance to book- 
keepers of all classes. 

Without aiming at giving an exhaustive account of the 
manner in which each separate business is conducted, the techni- 
cal points in connection with each industry will receive as much 
attention as is necessary in order fully to elucidate the system 
of accounts advocated, while each volume will be the work of 
one who has made that particular class of accounts more or less 



vi. editor's preface. 

a speciality. It is obvious, however, that to enable the neces- 
sary ground to be covered in the space available, it is incumbent 
to assume upon the part of the reader a certain knowledge of 
general bookkeeping. The extent of the knowledge assumed 
will vary according to the nature of the class of accounts con- 
sidered. For example, in the volumes on " Bank Accounts " and 
" Shipping Accounts " a thorough acquaintance with ordinary 
double-entry bookkeeping is not unnaturally assumed; but in 
the case, for instance, of " Auctioneers' Accounts," " Domestic 
" Tradesmen's Accounts," and other similar volumes, such ex- 
planations are included as will enable the ordinarily intelligent 
reader fully to grasp the methods described even although his 
knowledge of bookkeeping may be of an elementary description. 
These explanations are, doubtless, superfluous as far as 
accountants are concerned, but are necessary to make the 
volumes of value to the majority of those specially engaged in 
these particular industries. 

To subscribers for the whole series it may be added that, 
when completed, it will form a most valuable and practically 
complete library, dealing, at the hands of specialists, with prac- 
tically every class of accounts, and illustrating the application 
of the theory of double-entry as described in general works on 
bookkeeping. 

In order to carry out this scheme, arrangements have 
already been completed for books dealing v^ith the following 
subjects : — 

Agricultural Accounts. Brewers' Accounts. 

Auctioneers' Accounts. Builders' Accounts. 

Bank Accounts. Building Societies' Accounts. 

Bookkeeping and Accounts for Co-operative Societies' Accounts, 

Grain, Flour, Hay, Seed, Cotton Spinners' Accounts. 

and Allied Trades. Drapers' Accounts. 
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Vll. 



Domestic Tradesmen's Accounts, 
Engineers' and Shipbuilders' 

Accounts. 
Gas Accounts. 
Hotel Accounts, 
Mineral Water Accounts, 
Polytechnic Accounts, 
Printers' Accounts, 



Publishers' Accounts, 
Shipping Accounts, 
Solicitors' Accounts, 
Stockbrokers' Accounts, 
Tailors' Accounts, 
Theatre Accounts, 
Tramway Accounts, 
Wine Merchants' Accounts, 



Arrangements for dealing^with other subjects are now in 
progress, and the Editor wishes to add that he will be glad 
to receive suggestions and oflFers from accountants of experience 
for the undertaking of volumes not yet announced. 



62 Moorgate Street, 

London, E.C. 

September 1901. 



INTRODUCTION. 



IN introducing this work to the reader (and to the professional 
accountant in particular) it may be found of interest to 
give a few statistics relating to the commercial standing of the 
co-operative movement in this country. 

The Annual for 1901, published by the English and Scottish 
Wholesale Societies, gives the following somewhat startling 
figures : — 

Sales from the year 1862 to 1898 inclusive, ;f 1,009,191,994. 
Profits ditto ditto 91,540,728. 

Statistics relating to the position of Co-operative Societies in 
the United Kingdom for the year ending December 31 1898: 
Number of Members . . . . 1,703.098. 



;f20,67I,IIO 

9,914,226 

68,523,969 

6,939,276 

52,129 



Share Capital 

Loan Ditto 

Sales (for 1898) . . 

Net Profits ,, .. 

Devoted to Educational purposes (1898) 

Professional accountants up to a few years ago were, in con- 
nei^tion >\dth the audits of a large prop^ortion of Co-operative 
Societies, conspicuous by their absence. Although this state of 
affairs has vastly improved, still there remains a large amount 
of accountancy work of this description done by lay auditors. 
Seeing that the movement is essentially a working-class move- 
ment, it is in every way desirable that all Societies should 
employ professional men as auditors, as the average investor 
therein is not expected to exhibit the same knowledge of 
accounts as, say, his wealthier prototype, the investor in stocks 
and shares. Hence the desirability of having experts to watch 
over and guide him in the manipulation of his not 
inconsiderable transactions. 

The various Acts of Parliament passed from time to time 
seem to recognise this fact in some degree, and provide for the 
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employment of public auditors (or two other auditors, who need 
not be public accountants). 

In compiling this hand-book, the author has taken for 
granted that the reader has some knowledge of accounts, as 
kept by double-entry bookkeeping, and therefore many points 
have been but briefly touched upon (and in some cases have 
been eliminated altogether), as it would have been obviously 
impossible to have gone into the elements of bookkeeping in an 
exhaustive manner w^ithin the limits of this small volume. 

By Sections lo, ii, 12, 13, 14, 15, and 16 of the Industrial 
and Provident Societies Act, 1893, a Co-operative Society is 
required — 

(i) To supply a copy of its rules on demand, at a price not 
exceeding one shilling. 

(2) To have a registered office, and to advise the Registrar 

of every change of address. 

(3) To keep its name painted, or affixed, on the outside of 

every place where its business is carried on, to men- 
tion it in all documents issued by it, and to have it 
engraved in legible characters on its seal. 

(4) To have its accounts audited at least once a year, either 

by a public auditor or by twO' other auditor s, 
appointed under its rules. 

(5) On or before the 31st March in each year to send to 

the Registrar an Annual Return of its Income and 
Expenditure, Funds, and Effects. 

(6) To supply gratuitously to every interested person a copy 

of its last Annual Return. 

(7) To keep a copy of the last Balance Sheet, with auditor's 

Report, always hung up in a conspicuous place. 

(8) To supply copies of Rules. 

The author desires here to express his indebtedness to the 
Co-operative Union, Lim. (J. C. Gray, Esq., J.P., General 
Secretary), for permission to reproduce model bond forms, &c., 
and examination papers. 
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CO-OPERATIVE SOCIETIES' 
BOOKKEEPING AND ACCOUNTS. 



PART I 



DISTRIBUTIVE SOCIETIES, 



CHAPTER I. 



SHARES, &c 



These may be either Transferable or Withdrawable, or 
partly both, according to the rules of the Society. 

An intending shareholder (or member, this latter being the 
designation usually employed) would call at the offices of the 
Society, and, after a perusal of the rules, would hand in his 
name, occupation (if any), and full postal address, to be duly 
placed before the directors at their next meeting. He would 
probably be required to pay, in the first instance, an entrance 
fee of, say, is. 

His receipt for entrance fee would be as under: — 
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The foregoing Signature Form, after the member has signed 
it, and the cashier or clerk has witnessed same, is pasted at 
once into the Members' Signature Guard Book. (The import- 
ance of this will be seen later.) The Signature Form should be 
perforated at the dotted lines, in order that it may be detached 
from the Entrance Fee Receipt Form. 

Note. — Although the above transaction is assumed to have 
been carried through at the registered office, it is the usual cus- 
tom to receive entrance fees at the various branch shops of the 
Society, but as regards share contributions (and withdrawals) 
it is accepted that the best policy is to deal with these at the office 
only. Hence the intending member usually visits the office for 
the purpose of " signing on," and making his first share deposit. 

The head shopman at each branch is supplied with a book 
{in duplicate) of Members' Proposition Forms. At the end of 
the week, these are forwarded to the General Office for the 
purpose of being submitted to the directors, along with others, 
for formal approval and admission. One of the duplicated 
<:opies should be retained for reference. It may be added that 
in some Societies the member is allowed to deposit the first ;£i 
share at the Branch Store, to save him the trouble of a long 
journey to the Central, as frequently the Branches are at a 
-considerable distance from headquarters. But unless it is con- 
venient for one of the office staff to attend periodically at some 
•of the distant Branches for the transaction of share business, 
no further deposit should be received by the Branch officials. 

After signing the Declaration Form, the new member is sup- 
plied with a Share Pass Book, duly numbered, with the amount 
of his share contribution entered and initialled by the cashier 
or clerk in charge. In addition, he will obtain a copy of the 
Tules and Members' Purchase Book (or other device, according 
to the system of check in vogue, for registering his shop 
purchases). 

Assuming that John Jones has elected to pay his ;£i share 
in full, we will now follow the transaction into the books of the 
Society. 
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Upon receipt of the ;£i share the cashier will proceed to 
enter same into the 







SHARE CONTRIBUTION BOOK. 




1. 


Date 
190 


Share 
No. 


Member's Name 


Entrance 
Fees 


Entrance 
Fees. 
Daily 
Total 


Share 
Contri- 
butions 


Share 
Contri- 
butions. 
Daily 
Total 


Ref. 


Jan. I 


S.oot 


John Jones . . 


s d 
I 


s d 


£ s d 
I 


£ s d 





Share Withdrawals.— 

These are usually paid to the member personally, or, if the 
member is unable to attend, the person withdrawing produces 
a duly authorised note, a stock of which is kept at the office 
for the use of members, and which reads as follows : — 

AUTHORISATION NOTE. 



To the BEEHIVE CO-OPERATIVE SOCIETY, LIM. 



Date. 



Pay Bearer. 



£■ 



debit Account with same. 



the sum of 

.from my Share Account, No , and 



(Signed) 



Payer's initials- 



The signature of this Note of Authoirisation must in every case 
be compared with the signature of member to be found in 
Members' Signature Guard Book. The note should be carefully 
filed and, at the end of the quarter, placed before the auditor. 
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SHARE PASS BOOK {Front portion). 



Date Contributions 



£ s d 



Dividend and 

Interest 
Transferred 



-T s d 



Withdrawals 



£ s d 

Brought forward 



Present Share 
Claim 



£ s d 



Carried forward 
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Rules and Regulations for Transaction of Share Business.— 

In addition to the foregoing rulings, it is usual to insert on 
the inside of the cover a few rules and instructions for the 
guidance of the member as follows : — 

(i) The office hours for the transaction of business are as follows : 
(Here follows hours of opening and closing for each day of 
the week). 

(2) Members may withdraw their Share Capital subject to the 
following scale: — 

Any sum up to Any sum up to 

/5, one week's notice £^Oj four weeks* notice 



;^io, two weeks' ,, £^^^) six 

;f2o, three ,, „ ;f200, eight ,, 



»> »t 



>t 



The directors may allow a member to withdraw Share 
Capital irrespective of above, providing application is made 
in due course. They may also, according to rule, suspend 
the payment of Share Capital should the best interests of the 
Society demand it. 

(3) Interest at the rate of 5 per cent, per annum is allowed on all 

fully paid shares of ;^i, interest commencing on the first of 
the month. No interest is allowed on fractions of a pound 
or for parts of a month. 

(4) Shares are of the value of ;^i. Any number of shares may 

be held up to ;f 200. 

(5) Each member is responsible for as many shares as he has 

pounds placed to his credit in the books of the Society and 
no more. 

(6) Special Notice. Members wishing to withdraw Share Capital 

should attend personally or, if unable to do so, must send 
a duly authorised note, bearing such member's signature, 
otherwise no money will be paid. Any person attempting 
to withdraw money in the name of a member without being so 
authorised, will be liable to a criminal prosecution. 

(7) This Pass Book should be brought in at the end of every 

quarter in order to be examined and verified by the auditor. 
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On the outside of the Pass Book should be written in bold 
characters the member's name, address, registered share 
number, and the branch shop where the member trades. 

BEEHIVE CO-OPERATIVE SOCIETY, LIMITED. 

MEMBERS* SHARE LEDGER. 

Name John Jones. Registered No. 5^^ 



Address 5 Duke Street. 



Nomination No. 



Date 



Ref. 



Contribu- i Dividend and 
tions Interest 



190 
Jan. 



£ s d 
100 



Fines, 
&c. 



With- 
drawals 



£ s d 



Present Claim 



£ s d 
100 



The Shares of most Distributive Societies are all withdraw- 
able, and therefore the above Ledger will be found adequate. 
A Ledger to comprehend Transferable Shares as well as 
Withdrawable Shares will be found in Productive Societies' 
Accounts, {q.v.) 

The Share Ledger must be posted up daily from Contribu- 
tion and Withdrawal Books. The Members' Share Account 
should always be referred to in case of withdrawals, to prevent 
possible over-payments and to verify tlie member's account. 

The daily totals of Share Contribution Book are entered on 
Dr. side of Cashier's Book, totals of Withdrawal Book being 
put to Cr, of same. 
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Summary of Shares.— 

Below is given a suggested Shares Summary, with Dividend 
and Interest columns. The first and last columns need only 
be used at the beginning and end of a year (providing the book 
is so arranged as to allow of four quarters to an opening — ^two 
quarters per page), as in taking out the quarterly totals into 
Total Share Claim column the previous total, plus Dividend 
and Interest transferred and. Contributions, less Withdrawals 
and Fines, will give the final amount. 

At the end of the quarter (or other balancing period) all Con- 
tributions, Withdrawals, &c. (with previous quarter's Dividend 
and Interest, if not withdrawn), are posted to each member's 
account in the Share Ledger, and the Ledger clerk then goes 
through the Ledger, entering all transactions since previous 
settlement into the respective columns in the Shares Summary 
opposite each member's number. When these are duly 
balanced as above, the net total of Share Claims is the exact 
liability of the Society in regard to Share Capital at the end 
of quarter. The Interest on Shares for quarter is added to 
this total in the Balance Sheet, as this is usually guaranteed 
before arriving at the profit for the quarter. 

Interest on Shares.— 

As regards this, some Societies have a graduated scale of 
interest. They allow, say, 5 per cent, per annum on amounts 
up to ;£20 ; from ;£20 to jQs^, 4}6 pe^r cent. ; and from j£s^ 
to ;£2oo, 3^ per cent. Again, sometimes it is found desirable 
to let the member's purchases decide the rate of interest — i.e,, 
if a member purchases goods to the extent of j£^ per quarter, 
interest on shares is allowed at the rate of 4 per cent. ; if tlie 
purchasing power is over ;£5, then 5 i>er cent, may be allowed. 

Ihus it will be seen that after arriving at the Share Claim 
at end of period, it may be necessary to wait until each 
member's purchases have been ascertained before proceeding 
to calculate interest. 
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Interest may be allowed monthly or quarterly. If the 
former, the dates, of contributions or withdrawals must be 
taken into account. If the latter, then the contributions must 
be deducted in toto from the final amount to arrive at the 
interest-bearing total. (Note. — as the withdrawals have of 
necessity been already deducted, they are, of course, ignored.) 

Members' Purchases.— 

These are arrived at according to the check system in vogue, 
and will be found dealt with later. 

Dividend on Purchases. — 

After the accounts have been duly audited and submitted for 
approval to the members' meeting, the rate per pound divisible 
among the purchasers is entered at the head of Dividend 
column and the individual items extended. These amounts, 
together with Interest, are carried to the column headed 
Dividend and Interest Payable. 

Payment of Dividend.— 

Certain days are set apart for this to enable members 
desirous of withdrawing their Dividend and Interest to do so. 
The member presents his Dividend Warrant, and the amount 
of dividend paid is entered into both the Share Summary and 
the member's Pass Book. This latter, which has been in the 
hands of the secretary since the quarter end, is handed to the 
member, together with the amount due, the Warrant being 
retained. It is not considered necessary to obtain the member's 
signature for same, as this would entail a large expenditure of 
time and work. (N.B. — It may here be stated that Co- 
operative Societies are exempt from income tax, so that no 
deductions are made from Dividends and Interest.) 

Dividends and Interest Transferred.— 

A large number of members prefer to allow their dividend, 
&c., to accumulate from quarter to quarter, and thus will not 
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present their Dividend Warrants on Dividend Day. The office 
staff use all possible diligence in writing up the Share Pass 
Books, usually stipulating a date on the Warrant when the 
books will be ready for delivery. 

The Dividend and Interest not withdrawn is. transferred from 
Shares Summary to Cr, of each member's account in Share 
Ledger. 

FORM OF DIVIDEND WARRANT AND RECEIPT FOR 

SHARE PASS BOOK. 



BEEHIVE CO-OPERATIVE SOCIETY, LIMITED. 



Dividend Warrant and Receipt for Share Pass Book 
for quarter ending 190 

Received Pass Book No 

Share Claim £ 
Purchases £ 



Initials. 



The Quarterly Meeting will be held on 

190 . Pass Books balanced 

and ready for delivery on 



Dividend will be paid as follows : — 

(Here is given the days, hours of payment, &c., &c.) 



No withdrawals of Share Capital paid during payment of 

Dividend. 



Under Section 25 of the Act, a member may nominate 
during his lifetime any person or persons to whom his shares 
in the Society shall be transferred at his decease, providing that ' 
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his claim does not exceed jQioo sterling. He may also revoke 
or vary the nomination, but such nomination may not be 
varied or revoked by the will or codicil thereto of the 
nominator. 

In case of intestacy, the directors of the Society have discre- 
tionary powers regarding the distribution of the Share Claim. 
{Vide Sections 25, 26, 27, 28, 29, 30, and clauses thereto of 
Act.) 

Subjoined is a Form of Nomination much in vogue among 
Societies. 

The Society sometimes makes a small charge for nomination, 
BEEHIVE CO-OPERATIVE SOCIETY, LIMITED. 



Pass Book No 

Nomination as to Shares of Deceased Members. 
Reference to Receipt and Nomination. 

No Date 790 

I. — Nomination. 

Under the rules of the Society above named, I hereby nominate 

of in the County of 

to receive the money (not exceeding £ioo) standing to my credit in the books of the 
Society at the time of my death. 

Witness Signature 

Address A ddress 

Pass Book No 

2. — Revocation. Date J90 

I hereby revoke the above nomination. 

Witness Signature 

Address Address 



Pass Book No 

3.— Variation. Date 19a 

I hereby vary the above nomination as follows : — 

I nominate of in the County of 

to receive of the money standing to my credit, 

at my death as aforesaid, in lieu of the above named 

Witness Signature 

Address Address 



N.B.—A Ncmination or Variation thereof may include any division of the funds among 

different persons which the nominator desires. 
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In concluding the details connected with Share Account, it 
may be said in explanation of the column in Summary for 
Fines, &c., that many Societies deduct a small amount (usually 
IS.) from all total withdrawals. There is no logical reason for 
this, except to prevent members from constantly closing and 
re-opening their accounts. 



SHAREHOLDERS' REGISTER. 



No. 


Name 


Profession or Trade 


Address 


Date 


Joined 


Withdrawn 


I 










i 
1 


2 






1 

1 


1 


3 






• 


1 
1 


4 










- 




5 












6 






~~ 




7 












8 












9 






1 

1 

1 




10 






1 





It is usual to allow three lines to each number to provide for 
the insertion of new names, &c., where and after a member has 
withdrawn. 



CHAPTER IT. 



SMALL SAVINGS OR PENNY BANK ACCOUNTS.— 
LOANS (Incoming: and Outg:oing:). 



These accounts are not considered as within the category of 
Banking, Section 19, Clause 3, of the Act reads as follows: — 

Regulations re Penny Bank Accounts.— 

" The taking deposits of not more than los. in any one pay- 
ment nor more than £20 for one depositor, payable on not less 
than two clear days notice, shall not be included in the business 
of banking; but no Society which takes such deposits shall make 
any payment of withdrawable capital while any claim due on 
account of any such deposit is unsatisfied." 

Note. — Claims under this heading have thus a priority over 
ordinary Share Capital. 

RULES FOR PENNY BANK DEPARTMENT. 

I. — Deposits may be received from either members or non- 
members. 

2. — Every depositor shall pay twopence for a Pass Book con- 
taining a printed copy of the rules and a table of interest, and in 
which all Deposits and Withdrawals shall be entered. 

3. — Interest will be allowed at the end of every three months 
at the rate of £2> ^s. 8d. per cent, per annum, or one halfpenny 
on every sum of 5s. which any depositor may have deposited 
during the whole of the said three months, reckoning from the first 
day of March, June, September, and December. 



CO-OPERATIVE SOCIETIES' ACCOUNTS. 1 7 

4. — Subscriptions will be received from id. to los. at one time, 
and only one deposit per week is allowed ; the total deposit of one 
person not to exceed ;^2o. 

5. — One week's notice will be required for all withdrawals 
under ;^5, and above that sum two weeks. 

6. — A penny receipt stamp will be attached, at the cost of the 
depositor, on withdrawals of £2 and upwards. 

7. — No money will be received or paid without the production 
of the Deposit Book, and depositors must attend personally (if 
possible) when any money is withdrawn. 

8. — If a Deposit Book is filled with entries, it shall be delivered 
to the Secretary, so that the balance may be transferred to 
another book, which will be provided free. 

9. — Deposits are received upon the express condition that no 
writing or mark shall be made in the Deposit Book, except by 
the Secretary of the Society or some person acting under his 
authority, and that if any writing or mark is so made it shall in 
no way affect the Society. 

10. — The Deposit Book must be preserved intact, and if lost, 
torn, or cut, shall be replaced at the cost of the depositor ; and 
when an account is closed tne Society will retain the Deposit 
Book. 

II. — All deposited accounts of one shilling or less, not being 
increased for a period of two years, will be closed and the amount 
forfeited. 

12. — The production of the Deposit Book will be held to relieve 
the Society of all responsibility in respect of payment, even 
should the money be paid to the wrong person. 



i8 
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PENNY BANK— DEPOSITOR'S PASS BOOK. 



Date 


Deposits 


Interest 


Withdrawals 


Present Claim 


Initials 




s d 


s d 


£ s d 

Brought forward . . 


I s d 










Carried forward . . 


1 
1 



There is nothing further in connection with Penny Bank 
Accounts which calls for special mention. 



LOANS ACCOUNT (Incomins:). 

This department is usually confined to comparatively few 
persons (as lenders). A Society may find itself short of ready 
capital, owing, perhaps, to requirements of increase in business 
having to be met^ — such as additional expenditure in Buildings, 
Fixtures, &c. A Society may contract loans in any manner 
specified in its rules, and up to any limit stated therein. Loans 
may only be received where the repayment is secured by agree- 
ment, bond, mortgage, or other legal form. (Note. — Deposits at 
call must be dealt with specially, vide Section 19, Clause 3.) 

The Co-operative Union, Lim., in their treatise on the 
Industrial and Provident Societies Act recommend the following 
Bond : — 
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FORM OF BOND TO BE GIVEN BY A SOCIETY AS 

SECURITY FOR A LOAN. 

" Know all men by these presents, that the above-named Society 

is firmly bound to of in the county of 

hereinafter called the obligee, (his or her) executors, 

administrators, in a sum equal to double the amount, to be 
ascertained as is provided by the condition hereof, for which 
payment to be truly made to the obligee, (his or her) executors 
or administrators, or their certain attorney, the said Society binds 
itself by these presents, sealed with its seal 

Dated the day of 19 



Secretary. 




" Whereas the obligee has opened with the said Society a Loan 
Account upon the terms stated in the notice signed by the Secre- 
tary of the said Society, contained in the Loan Book hereto 
annexed. 

Now the condition of the above-contained bond is, that if the 
said Society pays to the oblipee, or the executors or adminis- 
trators of such obligee, from time to time, so long as such account 
continues open, on any demand made as is provided by such 
notice, such sum as is so demanded, not exceeding the amount 
then due to the obligee on the said account for principal and 
interest after such rate as is stated in the said notice, then this 
bond shall be void, but otherwise shall remain in full force for 
double the sum due on such account when the demand is made. 



>r 



Sealed and delivered in the presence of 



\ Members of 

the Committee 
r of 

) Management. 
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BEEHIVE CO-OPERATIVE SOCIETY, LIMITED. 

LOAN LEDGER. 



Date 

Name 
Address 



Date 



Particulars 



With- 
drawals 



£ s d 



Conditions 



( Notice . 



{Interest. 
Nature of Security . . 
Bond signed by . . . . 



Deposits 



£ s d 



Interest 



£ s d 



Balance 



£ s d 



LOANS (Outgoing:). (Section 40 of Act.^ 

A Society may make advances of money to its members or 
others on the security of real or personal property ; or, if regis- 
tered to carry on banking business, it may take such security 
as is customary in such business. 

Loans to Members. — 

One of the most common forms of this loan is to be found in 
advances to members on cottage property, thus enabling a 
member to acquire possession of his own dwelling. The Society 
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advances money on the property, and the member undertakes 
to repay the advance, plus interest, in weekly, monthly, or 
quarterly instalments. In cases where the property is in course 
of erection the Society's architect certifies the ..mount it is 
desirable that the Society should advance from time to time 
until completion. 

Conveyance and Mortgage Deeds.— 

A question has recently arisen as to the legality or other- 
wise of the action of officials of Societies in preparing or filling 
up the blanks in the conveyance and mortgage forms used in 
the building and mortgage transactions of the various Societies. 
The Co-operative Union, Lim., are making full inquiry into the 
matter, and hope to be able tO' suggest suitable methods for 
carrying on this kind of work in the future, should it be found 
that the present method is not in accordance with law. 

APPLICATION FOR AN ADVANCE. 



TO THE 

BEEHIVE CO-OPERATIVE SOCIETY, LIMITED. 



I HEREBY GIVE YOU NOTICE, that I am desirous of obtaining an 

advance of / from this Society, and I propose that 

the* repayment shall be £ 



Name, 

Full Postal Address, 



Share No Date, 

*State whether Weekly, Monthly, or Quarterly. 
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Description of Property. 

Name of Place, Street, and Number ? 

Description of Ptoperty ? 

Number of Rooms P 

Quantity of Ground ? 

Names of Tenants ? 

Is any Business carried on therein ? 

Is the Propet ty Leasehold or Freehold ? 

// Leasehold^ the Number of Years Unexpired ? 

// Original Lease or Assignment of Lease ? 

Ground Rent per A nnum ? .* 

When Payable ? 

To whom — Name and Address ? 

Amount of Last Renewal Fine (if any) ? 

Purchase Money ? 

What Rent the Property is now let for, or if unoccupied, zvhat is the fair Rent 

for it ? 

Taxes, Rates, S'C, specifying each particular Tax, Rate, or Payment ? 

Does the Landlord or Tenant pay the Taxes ? 

Is the Flagging and Paving of Streets done and paid for ? 

Are there any other Mortgages or Charges upon the Property ? 

(All Charges must be paid off before an advance is had from this Society.) 

A mount required tj be Insured P 

Survey Fee £ 

In filling up the above Application, please be particular to give the Name 
and Number of the Street in which the Property is situate, and the 

fullest particulars possible. 



After the foregoing application has been duly reported on by 
the Society's architect, it is submitted to the directors, who 
decide the amount to be advanced, the scale of repayment, &c. 
The matter is then put into the hands of a solicitor, who draws 
up the necessary deeds, &c. (which latter remain in the custody 
of the Society until the mortgage is repaid). 

A Pass Book is issued to the mortgagor (after the agreement 
has been duly signed), the style of which is as follows: — 
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Dr. 




LOAN 


OR MORTGAGE 


PASS BOOK. 




C>. 


Date 


Balance 


Cash 
ad- 
vanced 


In- 
surance 
&c. 


Interest 


Total 


Date 


Cash 
repaid 


Initials 


Balance 


Total 




£ s d 


£ s d 


£ s d 


£ s d 

1 

1 

1 


£ s d 

1 

1 
1 

1 




£ s d 




£ s d 


£ s d 



The headings of above are sufficiently explanatory, and there- 
fore we will pass on to the Mortgage Ledger. 

This is an exajct replica of above, excepting that at the top 
of each page is printed full particulars of conditions of advance, 
&c., as follows : — 

MORTGAGE LEDGER. 

Mortgagor's Name 

Address 



£ agreed to be advanced on the mortgage of. 

Submitted to Directors ; Minute Book page. 

Property Insured with ^^^ £ 

Premium £ Future Premium £ , due 

Scale of Repayment £ due 



First 



In concluding the Mortgage Account, it should be noted that 
the mortgagors are often charged with income tax. This may 
be reclaimed from the ground landlord and the mortgagee. 
But as Co-operative Societies are exempt from income tax 
they, in turn, reclaim the amount paid (which is calculated on 
the interest derived by the Society) from the Income Tax 
Commissioners. 
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The Society, as mortgagee, is bound to see that the insurance 
premium is kept paid up, and therefore it is advisable for the 
Society to pay same and charge the mortgagor through the 
Ledger. 

Special Rules Required.— 

« 

Special rules" are adopted by the Society dealing with the 
Mortgage Department, and settling the rate of interest, the 
maximum amount which may be advanced, the legal charges, 
&c., and full particulars of the department, together with a 
table of repayments, showing how many years will elapse at a 
given rate of repayment before the principal and interest are 
entirely repaid, and the member becomes the sole possessor of 
the property. 



CHAPTER III. 



CASH ACCOUNT. 

(Including various Subsidiary Books relating to Cask.) 



In many large Societies a chief cashier is appointed (or 
treasurer, as he is sometimes called), whose duty it is to receive 
and pay all moneys due to and owing by the Society. Where 
a cashier or treasurer is not appointed these duties usually fall 
to the lot of the secretary. 

The sources of income and outgoing will be found, as a rule, 
under the following heads : — 

Receipts — (i) Share Contributions. 

(2) Penny Bank Deposits. 

(3) Entrance Fees. 

(4) Pass Books Sold. 

(5) Mortgage Repayments. 

(6) Shop Sales. 

(7) Bank Withdrawals. 

(8) Clothing Club Contributions. 

(9) Rents. 

(10) Sundr}' Receipts. 
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Payments — (i) 


Share Withdrawals. 


(2! 


1 Penny Bank Withdrawals. 


(3; 


) Mortgage Advances. 


(4; 


1 Dividend and Interest Paid 


(5) 


1 Trade Payments. 


(6; 


) Wages. 


(7; 


) Directors' Fees and Fares. 


(8) 


Clothing Club Withdrawals. 


(9; 


) Sundry Expenses. 


(10) 


Bank Deposits. 


(") 


\ Non-member's Dividend. 


(12) 


Sundry Payments. 



Duties of Cashier and Pay Clerks. — 

In cases where the business done is large, there will probably 
be several pay, or counter, clerks directly responsible to, and 
under the control of, the chief cashier or secretary. Each will 
have a Subsidiary Petty Cash Book, Share Contribution and 
W^ithdrawal Books, Sundry Receipts Book, &c., &c. The 
cashier will hand each morning a round sum, say £50, to each 
clerk, which will be entered (in words as well as figures) on the 
Dr. side of Subsidiary Cash Book by the clerk, and initialled 
by the cashier. Sundry Receipts will be entered on the same 
side, and Sundn^ Payments to Cr. side of same in detail. At 
the close of the day, the remaining cash will be entered on Cr. 
side of the clerk's book (in detail), and handed for safe custody 
to the chief cashier, who will sign for same, together with the 
vouchers, thus clearing each day's transactions so far as the 
subsidiary book is concerned. 

In regard to the Receipts as enumerated above, the first five 
items are previously dealt with under Shares, &c. 

Subjoined is found suggested forms for Shopman's Cash or 
Sales Notes: — 
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Shop Sales. — 

Each shopman will hand over daily to the head shopman 
the whole of his takings for the day, keeping, as a rule, £^\ in 
small change in his till to commence the following day. The 
head shopman enters the amount opposite the name of shop- 
man on the Cash Note, and signs shopman's book (as under). 
Should the cashier only call once per week the whole of the 
-columns will thus be filled. In case the cash is handed over 
daily, then a fresh Cash Npte is required each day. The last 
column is filled in when the cash is actually handed over to 
■cashier, who signs at foot of note (which, being in duplicate, 
leaves the cashier's receipt for the cash in the Cash Note Book, 
"Carbon being used). 

The items under Sundry Receipts are entered -where, say, at 
an outlying Branch, the head shopman is allowed to receive 
such sundry items, to save the members the trouble of a long 
journey to Central Office. 



at 



BEEHIVE CO-OPERATIVE SOCIETY, LIMITED. 



SHOPMAN'S SUBSIDIARY SALES BOOK. 
Particulars of Cash received from 



Shopman 



Branch. Week ending 



190 



Date 



Day 



Monday 
Tuf sday 
Wednesday 
Thursday . 
Friday 
Saturday 



Notes, 

Cheques, 

&c. 


Gold 


i 5 d 


i s d 







j 
Silver Copper 

1 


Bills 


Total 


jf s d £ s d 

1 

1 


i s d 


i s d 


, 







Head Shop- 
man's init'ls 



The head shopman will sign this form daily as the cash is 
handed to him by the shopman. 
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It is desirable to have these books gone through (and com- 
pared with cash handed in by the head shopman) at the office 
occasionally. 

The head shopman will often be called upon to make small 
payments — ^such as Carriage, Cleaning Shop, Sundry Goods 
Purchased (which he may happen to be short of at the time 
being). Repairs (such as Scales testing and stamping. Knives 
sharpening, &c.). 

He will be required to obtain a receipt for all such payments 
on the following (which will be handed to cashier as a bill) : — 

BEEHIVE CO-OPERATIVE SOCIETY, LIMITED. 



Registered Office: Cromford Street. 



EXPENSES AND SUNDRY PURCHASES. 

Department. Week ending Saturday. 190 



Date Paid ' Particulars. 1 Rate Amount Signature of Receiver 



'*»' 



f. s d 



Total . . 



Certified by Manager of Department. 

Where it is impossible for the cashier to pay wages indi- 
vidually (owing to the number of Branches) it is usually left to 
the head shopman to attend to this duty. He will probably 



CO-OPERATIVE SOCIETIES ACCOUNTS. 



31 



make the pa)ment out of his sales, getting each hand to sign 
on a Wage Xote, handing same to cashier as a voucher. 

The following form of Wage Xote is reconunended : — 
BEEHIVE CO-OPERATIVE SOCIETY. LIMITED. 



Registered Office: Cromford Street. 



REFERENCKS. 



CASH BOOK. 



JOURNAL 



TIME AND WAGES NOTE. 



Department 



Week e iding Friday 190 



Name 



St 



cd 
J/3 



c 
o 



Jno. Smith 



en 

H 



CO 

•c 

at 

v 

G 






3 



CO 






o 
H 



cd 
0!i 



 3!H 
: o cc 

I SO. 

. < 



u 

c 

9t: 



s d ,/ S d 

.00 il ID O 



Total 



Signature 



Signed and Certified to be Correct Head of Department or Store. 



In cases where it is found desirable to transfer a hand 
temporarily from one department to another, and also to charge 
and adjust the wages accordingly, another colunm might 
advantageously be added to above Wage Note for the purpose 
of recording such transfer. If an employee is absent through 
sickness or other cause, the columns should be filled in accord- 
ingly, thus : S — ^sick, A — absent. 
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The general manager will usually like to glance through the 
Wage Notes each week, in order to obtain an idea as to the 
regularity, &c., of his men. 

Most of tlie transactions of the cashier have now been dealt 
with. The foregoing Receipts and Payments are entered by 
him into the cashier's Daily Cash Book. • 

It is not necessary to rule off at the close of every day, but 
this should be done weekly. The Cash in hand should be 
counted daily and the total put in, the balance to commence, 
plus Receipts, balancing the Payments, plus Cash in hand at 
end. 



J 
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Upon finishing collecting from the shops or departments, the 
cashier enters the Sales and Smidiy Receipts into a Sales, &c., 
Journal. The Cash or Sales Notes should be numbered con- 
secuti\'ely for the purpose of easy reference. The following is 
a good form of Sales Book. 
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Bank Withdrawals 

are made by means of cheques signed by two directors, and 
usually countersigned by the secretary. The amount of each 
cheque, and to whom payable, is entered in the Bank Account 
Book by the Ledger clerk, who gets his particulars from each 
trader's account in the Ledger. 

The Bank Account Book is useful in that it is a complete 
check upon the bank. The left-hand side of the book is used 
for Bank Deposits, &c. (Banker Dr^, and for the Withdrawals 
the right-hand side is taken (Banker Cr.). At the end of the 
quarter or balancing period the totals of each side are ascer- 
tained and ruled off, and a Reconciliation Account drawn up. 
This consists of the following items : — 

Dy, bank, pro forma reconciliation account. Cy. 



£ s d 

Balance to begin 

Deposits 

Interest 



'O' 



£ 



£ 

Withdrawals 
Commission 
Cheque Books 
Outstanding Cheques 
Balance at Bank 



The balance at bank is the amount actually due from banker, 
and for auditing purposes the banker will usually sign a 
certificate showing same, which, with the outstanding cheques 
(which have not, of course, reached him) deducted, will give 
the balance per Bank Account Book. 

Clothing Club 

contributions present no particular difficulty. Although 
usually termed " Clothing Club," many Societies allow their 
members to use the club for other goods — such as coals, furni- 
ture, and even groceries and meat. Sometimes a special 
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Christmas club is commenced a few months before Christmas, 
and is worked separately from the clothing club. As, however, 
the principle is the same in both clubs, the same books and 
treatment of contributions and withdrawals may obtain. 

The system is practically to act as a bank for the members' 
money, and to allow them to withdraw it in goods whenever 
they choose. This may be varied by drawing lots or numbers, 
and letting the members, or part of them, have goods before 
the actual amount is paid. Assuming the shares in the club 
to be I2S. (payable is. per week for ti\^elve weeks of the quarter), 
some members may elect to pay 4s. or 5s. weekly, thus taking 
four or five shares in the club. The amount taken by the shop- 
man or clerk is ascertained, and one share for every 12s. 
received is allowed to be withdrawn. Thus, if the club con- 
tributions are 480s. the number of shares withdrawable is 40. 
If a member has more than one share, a ticket for each share 
is placed in a box, and the requisite number of shares is drawn 
from it and posted up in the shop. Under this system the 
Society is safeguarded from issuing goods without having the 
cash in hand for same. Of course, the member is entitled, pro- 
vided his number is posted up, to withdraw 12s. worth of goods, 
while he may only have paid is. But, as a rule, there are not 
many bad debts contracted, as each member is supposed to 
have a Share Capital Claim of at least j£i, and by the rules 
of most Societies the Society has a lien on the Share Capital 
until all just debts are discharged. 

For Club Contrihtition and Withdrawal Ledger see Penny Bank 
Ledger, page 18 ante. 

Subjoined is specimen Club Contribution Card. This card 
is presented to the departmental manager when the account is 
withdrawable, and he writes the amount off the card, and gets 
the member's signature for the. goods, which signature and 
amount, together with full particulars, is handed to cashier as a 



CO-OPERATIVE SOCIETIES' ACCOUNTS. 



37 



bill equal to cash. The withdrawals are subsequently dealt 
with in the office. 

CLOTHING CLUB CARD. 
Department. No Name 



Shares — Cd. per Week each Share. Weekly Deposit . . 


s 


d 


*-• 

*. c 

o <u 

 B 


Date 
Received 


Deposits 


1 Totals 

1 


> 

"S 
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0) 


Date 
Supplied 




Amount 


Totals 


0) 
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Rents Receivable.— 

Where a Society owns house or other property bringing in 
a rental, the property is often adjoining a Branch shop. The 
tenant may find it convenient to pay his rent to the shopman, 
who charges himself with same on his Cash Note (under 
*• Other Receipts," see Cash Note), and hands it to cashier 
along with his Sales. 

Payments Side. — 

Nos. I, 2, 3, 6, 8, and 9 on the payments side of Cash 
Account have been dealt with before, so that we will take No. 
4, Dividend and Interest Paid. 
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After the quarter end the members either bring in their 
checks (on specially appointed days) to- have their purchases 
ascertained, or the purchases are obtained by the office staff, 
according to the system of check employed. The number of 
pounds spent by the member during the quarter and ranking for 
dividend is entered in the back part of Pass Book, which latter 
is retained, and^ a Dividend Warrant given in exchange. (See 
Dividend Warrant, page 13.) Any balance over an even 
number of pounds is carried over to the next i>eriod in the 
member's Purchase Account. 

Dividend and Interest Paid. — 

On dividend day the warrant is presented at the office by the 
member, who gets his Pass Book in exchange for same, with 
the amount withdrawn entered at the back and initialled by the 
cashier or payer. 

The member's number is taken by the last-named, together 
with the amount paid, which, at the close of dividend paying, 
is posted to Shares Summary (page 11, ante). After balancing 
his cash the cashier has to enter the amount paid on the Cr. 
side of his Cash Book. 

If a member does not wish to withdraw his dividend and 
interest he does not attend on dividend day, and the office staff 
transfers the amount due to the front portion of Pass Book, 
making the same entry in Share Ledger and Shares Summary. 
Thus, if the dividend and interest is withdrawn on the days 
apjx>inted, the transaction is only recorded in back portion of 
Pass Book and Share Summary (not touching the Share 
Ledger). The dividend and interest not withdrawn as such on 
the days appointed is only afterwards withdrawn as share 
capital. It is not considered necessary to obtain a signature 
for dividend, &c., withdrawn, neither is a stamp needed for 
payments of this nature over jQ2. 

Trade Payments 

are usually made by cheque. (See page 35, Bank Withdrawals.) 
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It is customary for the cashier when forwarding cheque to 
enclose a Memorandum of Remittance Form, as under, the 
return of which, duly signed, forming the acknowledgment of 
receipt 

The forms are fijed, together with other vouchers, in numerical 
order for audit. 

BEEHIVE CO-OPERATIVE SOCIETY, LIMITED. 
TRADE PAYMENT REMITTANCE FORM. 



Ref. 



190 



Dear Sir, 

We have pleasure in handing you herewith our Cheque, as per 

particulars below, and shall be obliged if you will return this Form duly 

Receipted. 

Yours truly, 

P. pro. the Society, 

H. Campbell, 

Cashier. 
To 



RECdivED from the Beehive Co-operative Society, Limited, the 
sum of 



Cheque 








1 

Discount - 1 






Returns, &c. 








£ 




1 
1 



Received by 



Stamp 



The particulars of above payments are entered on Cr. side 
of Cash Book in numerical order, and are usually obtained 
from the Bank Account Book. The accounts are submitted to 
the directors for approval and signature, usually weekly. 

Directors^ Fees and Fares 

are signed for by the directors on Expense Form (page 30). 
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The fees are usually decided by members' meeting, and are 
paid quarterly. The fares are incurred in case of a director 
being appointed on a deputation to another town, and, in 
addition, he is often allowed something towards expenses. 
Very often the directors are engaged upon special work, which 
is paid fur under the heading of Special Services. 

Bank Deposits 

are made by the cashier, usually daily, and consist of all 
re.ceipts from whatever source. The teller at the bank as a rule 
initials a slip giving particulars. The amount thus banked is 
placed on Cr. side of Cash Book. 

Non -Members' Dividend 

is paid to persons who are not members, who may have made 
purchases. The rate per pound paid is somewhat less than 
the members' dividend for the previous quarter, and the amount 
so paid must be deducted at the quarter end from Profit and 
Loss Account, it forming a certain amount of the profit paid in 
advance. The person receiving same may sign on a Sundry 
Expense Form (page 30). 

It will generally be found advisable to confine the payments 
on account of the sundry items of Clothing Club, Eents, &c., 
on the part of the shopman, to one i>er week, as in the fore- 
going Sales, &c.. Book there is only one column per week for 
these items. Besides, no particular reason exists why these 
should be handed to the cashier oftener. 

The Cash Notes, after being checked, referenced, and 
posted, should be filed and carefully preserved until the audit. 

Weelcly Returns of Sales, &c.— 

In some Societies a Weekly Return is made out (on a dupli- 
cator, preferably) of all Sales, &c., received by the cashier, 
gi\'ing each Branch separately, together with the number of 
applications for membership which have been received at each 
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Branch, and with any other interesting and important items, a 
copy of which is handed to each of the directors on their meet- 
ing night. The directors are thus able to study the rate of 
progress the Society is making, noting which particular Branch 
is weakest both in membership and sales. It may also be 
pointed out that in cases where credit is allowed to members, 
the amount outstanding at each Branch should find a place on 
the Weekly Return. As, however, the number of Societies 
where credit is allowed is comparatively small, this is not 
always necessary. The Returns Sheets may be printed and 
ruled accordingly, so that the clerk responsible for getting 
them out has only to fill in the figures. 

It is very desirable that all cash receipts of every description 
should be banked the same or the following day by the cashier. 

Imprest System. — 

The Cash Department, so far as the chief cashier is con- 
Cfcmed, might with advantage be worked on the lines of the 
Imprest system, which is, briefly, as follows : — 

No payment should be made out of Receipts. The cashier 
is allowed, say, a continuous balance of ;£20o to ^£500, accord- 
ing to the magnitude of the Society. He will make all pay- 
ments out of this balance. Therefore, supposing the balance 
allowed is ^£500, and the cashier pays away ;£45o during the 
week for Wages, Petty Expenses, &c., he will require a cheque 
signed by the directors for ;£45o, thus bringing up his balance 
to tlje normal size, wherewith to conunence the new week. 
It is a good plan to require the cashier to bank his balance at 
the quarter end, but where this is impossible the amount should 
be verified on closing day by the secretary or auditor. 

Many Societies require their cashier to give a cash security. 
Others are content with bondsmen, or a guarantee through an 
insurance societv. 
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The amounts to be collected into this Journal are obtained 
from the Cashier's Daily Cash Book. The totals (weekly) are 
then entered into Cash Book Summar}\ The vouchers for 
each payment should be collected and filed in order, as given 
in Payments Journal, and handed intact to the auditor at the 
close of the period. 

Payments not provided for herein find their way to the Cash 
Book Summary through the subsidiary books — such as Share 
Withdrawals, Wages, &c. 

The totals at end of quarter are then posted direct to Dr, or 
CV. of Impersonal Accounts in Impersonal Ledger. The 
Transfer columns provided in the following Summary Book are 
to adjust misi>ostings, or to provide for one account to be 
merged into, or deducted from, another before transferring the 
quarterly amounts to Impersonal Account. 
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CHAPTER IV. 



TRADE ACCOUNT. 



It usually requires to accurately work this department 
special clerks, whose sole dut\' is to check all invoices as regards 
extensions and additions, quantities of goods, &c., &c. The 
buyer will generally vouch for the accuracy of the prices charged. 

Upon receipt of goods at tJie warehouse, the warehouse clerk 
carefully notes particulars, marks, consigner's name, &c., during 
the process of receiving same from carriers. These he enters 
into a special book called the " Goods Received Book," which 
may be ruled as follows: — 

BEEHIVE CO-OPEKATIVE SOCIETY, LIMITED. 

Goods Received at Wahehouse, week ending i 
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Both the above rulings are ^available at an oj)ening. Each 
column should be carefully filled in. 

There are usually two Goods Received Books in use — one 
to be in the Warehouse Office, and the other to be sent to General 
Office for checking purposes — the books to be each used in 
warehouse every alternate week, so that the goods may be 
checked weekly without inconveniencing the warehouse clerk. 
Thus one book always being on hand at warehouse when goods 
are arriving, thus obviating the possible risk of non-entry of 
goods, which obtains where only one Goods Received Book is 
employed. 

After duly checking the Invoice in all its sections, the Invoice 
or Ledger clerk posts same into the Invoice Journal. This is 
for the purpose of registering the Invoice, and of dissecting 
same into the various departments. The Invoices are first 
numbered in numerical order, and generally, the Ledger folio is 
noted also for easy reference. The Invoices are either filed or 
pasted into a Guard Book. 

INVOICE JOURNAL. 



Date 


Invoice 
No. 


Ledger 
Ref. 


Name 


Amount 

of 
Invoice 


Groc'ry 


Drap'ry 


8 


B'tcher- 
ing 


Tailor- 
ing 


o 

U 










£ s d 


^sd 


£sd 


£sd 


£sd 


£sd 


£sd 




Carried Forward £ 


i ' 

1 1 
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TRADE LEDGER (Bought). 

From the foregoing Invoice Journal the invoices are duly 
posted to credit of trader in the Trade Ledger. Where a 
number of invoices are received from one firm every day it will 
be sufficient if the total of all the invoices is posted, instead of 
making a separate entry for every item. In case of any 
difference arising in such an account, the separate invoices are 
always available in the Invoice Journal. The date and invoice 
number should be given. Where a batch of invoices are posted 
into the Ledger in toto, the invoice reference may be given 
thus — 25/39. A^ extra column should be allowed for in 
Invoice Journal for the purpose of entering the total amount of 
invoices when it is desirable to post as above. 



TRADE LEDGER. 



Messrs 

Co-operative Society, Lim. 



in Account with the Beehive 



Dr. 



Terms 



% 



Cr. 



Date 



Ref. to 
Vouch'r 



Discount 
Returns & 
Allowances 

^ s d 



Cash 



£ sd 



Total 



£ sd 



Balance 



£ s d 



Date 



Invoice 

No. 



Goods 



£ s d 



Total 



£sd 



Balance 



£ s d 



CO-OPERATIVE SOCIETIES' ACCOUNTS. 49 



Advice of Goods and Empties Returned.— 

When empties are being returned to manufacturer, or in cases 
where it is necessary to return goods owing to being unfit for 
sale or not according to order, &c., the warehouse clerk takes 
note of same before allowing railway company to take away the 
packages. He enters full particulars in Advice Book (or, as it 
is sometimes called, " Credit Note " Book), which is in triplicate. 
One sheet is retained at the warehouse, another sent to the 
consignee, and the third to the General Office. The invoice 
clerk at the latter place files the Credit Note until the Credit 
Note proper arrives from the manufacturer or merchant. The 
two are then compared, and, if found to agree, the merchant's 
Credit Note is ready to be posted to TDr. of Merchant's Account 
in Trade Ledger. A similar Journal to Invoice Journal may 
be kept for Credit Notes. 
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Stocktaking. — 

The manager or person appointed to take stock should 
exercise great care in so doing. Should any stock be depre- 
ciated through being perishable (or, in some cases, through 
having gone out of fashion, as in drapery, millinery, &c.), a note 
should be made in the Remarks column to that effect, also 
giving the amount written off, if any. A specially ruled book 
might be used for departments not requiring two " Weights " 
columns. 

Stock Book. — 

Stock Books should be in duplicate, one of the leaves being 
perforated, to allow of a copy of the stocks being sent to the 
office to be extended, and for the perusal of the auditor. If 
special stocktakers are appointed to check the amounts and 
quantities with the manager, they should initial every page, and 
at the close certify that the stock has been taken in an accurate 
manner. Stock Books should in every case be machine, paged. 



STOCK BOOK. 



Quarter ending , 



1. 

Department. 



Cost Amount 

I 

Price Per 




Stocktaker's Intials. 



Carried to Folio £ 






• • 



• ••• »•• 

• • • •• 

• ••• : 
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Exsminatkm Paper, — 

The following Examinatioa Paper was set by the Co-operative 
Union at their Auditing Examination for the year 1899. It is 
reproduced here by permission of the Co-operative Union : — 

Compile a model Statement of Accoonts from the following items, and 



of the period to which they refer — 




«« ''^^ 




•""fe 




£ s 


d 




£ 


s 


d 


Members' Claims . . 


1,922 5 


II 


Cash paid for Ex- 








Goods Purchased .. 


1^28 10 


II 


penses {cont.): — 








Stock-in-Trade 


1.645 14 


II 


Rents, Rates, and 








Bank Deposits 


1.267 


5 


Taxes 


31 


9 


3 




6 15 


I 


Repaiis 


4 





10 


Share Investments . . 


181 II 





Coals, Gas. and 








Loan Investments .. 


276 3 


3 


Water 


7 


5 


II 


Cash paid for Fixtures 


7 I 


6 


Printing, &c.. and 








Non-members' Divi- 






Stamps 


4 


II 


9 


dend paid . . 


I II 


6i 


Horse Expenses . . 


8 


2 


3 


Depreciation of Fix- 






Coal Weighing 








10 


tures 


8 16 


oi 


Deputations 





5 


b 


Rents Received 


I 7 





Law Costs . . 


I 








Transfer from Share 






Travelling . . 





17 


4 


to Loan Investment 






Balance — Profit Dis- 








Account 


7 





posable 


191 


14 


4i 


Share Withdrawals . . 


176 17 


9 


Interest on Members' 








Goods Sold . . 


1,613 7 


oi 


Claims credited at 








Interest on Share In- 






end of previous 








vestments . . 


2 4 


5 


period 


18 








Interest on Loan In- 






Educational Fund . . 


14 


13 


81 


vestments . . 


2 I 


4 


Cash in Bank. . 


5 


3 


2 


Accounts owing by 






Accounts owing for 








Members . . 


247 10 


li 


Expenses : — 








Fixtures (nominal 






Wages and Fees . . 


13 





6 


value) 


250 II 


9 


Rent 


II 





8 


Trade Accounts over- 






Coal and Gas 


3 








paid 


18 


10 


Co-operative Union 








Dividend Receivable 






Subscription 


I 


7 


6 


on Society's Pur- 






Cash paid for Goods. . 


1,329 


7 


7i 


COaSCS • • • • 


7 16 


3 


Share Contributions. . 


II 


17 


6 


Grant to Educational 






Trade Accounts owing 








Fund 


2 18 


10 


by Society . . 


170 


2 


51 


Dividend and Interest 






Plate Glass Insurance 








transferred to Share 






Fund 


6 


10 





Account 


119 


3 


Expenses chargeable 








Interest on Members' 






to period : — 








Claims for period . . 


18 18 


li 


Wages, &c., and Fees 


99 


II 


4 


Interest accrued on 






Deputations 





5 





current Bank Ac- 






Rents, Rates, and 








count 


3 





Taxes 


27 


8 





Bank Commission . . 


I 15 





Repairs 


4 





10 


Entrance Fees re- 






Coal, Gas, and 








ceived (to Deprecia- 






Water 


7 


14 





tion of Fixtures) . . 


13 


6 


Printing, &c., and 








Fines deducted from 






Stamps . . . . 


4 


II 


9 


Share Account (to 






Travelling . . 





17 


4 


Depreciation of Fix- 






Co-operative Union 








tures 


12 


"i 


Subscription 





9 


2 


Cash received for 






Horse Expenses . . 


8 


2 


3 


Goods * . • . 


1,568 I 


10 


Coal Weighing 








10 


Rent paid in advance 


14 


II 


I-aw Costs . . 


I 








Provision for Bad 






Reserve Fund . . 


227 


9 


9i 


Debts 


35 





Bank Withdrawals . . 


1.356 


2 


10 


Cash paid for Ex- 






Profit per Trade Ac- 








penses : — 






count 


180 


13 


4i 


,.,\^g^s, &c., and Fees 
- • • • 


99 15 














CO-OPERATIVE SOCIETIES' ACCOUNTS. 



53 



The following are the results of the foregoing examination 
paper : — 



Dr. 



CASH ACCOUNT. 



Cr. 



To Balance in hand. . 
» Shop Sales 
» Rents 

V Entrance Fees . . 

V Share Contributions 
. Bank Withdrawals 



£ s d 

7 19 5 

1,568 I 10 

170 

o 13 6 

II 17 6 

1,356 2 10 



£2,946 2 I 



By Bank Deposits . . 

. Fixtures 

. Non-Members Dividend 

» Share Withdrawals 

, Sundry Expenses 

» Goods 

. Balance in hand 



£ s 


d 


1.267 


5 


7 1 


6 


I II 


6i 


176 17 


9 


157 8 


2 


1.3*9 7 


7i 


615 


I 


£2.945 2 


I 



Dr. 



FIXTURES ACCOUNT. 



Cr. 



To Balance 

V Amounc expended ihis 
period 



£ s d 
253 12 9 



£260 14 3 



By Depreciation 
, Entrance Fees 
- Fines 



Balance : — 
Present Nominal Value 



£ s d 
8 16 i-i 
o 13 6 
o 12 ix\ 



250 II 9 



£260 14 3 



Dr 



SHARE INVESTMENTS ACCOUNT. 



Cr 









£ 


s 


d 










£ 


s 


d 


To Balance 


•  


• • • • 


178 


10 


4 


By 


Transler 


to 


Loan 


7 








, Interest 


^ ^ 


• • • • 


2 


4 


5 
















V Dividend 


on 


Purchases 


7 


16 


3 


» 


Balance 




•  • • 


181 


II 







£188 


II 





£188 


II 
















Dr. 



LOAN INVESTMENTS ACCOUNT. 



Cr. 



' £ s d 

To Balance 267 i 11 

, Interest 214 

, Transfer from Share . . 700 


By Balance . . 


£ s d 
276 3 3 


iC276 3 3 


£275 3 3 
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Dr. 



SALES ACCOUNT. 



Cr. 



To Accounts owing last 
period . . 



Net Sales . . 



^ s d 
202 4 II 

1,613 7 O.J 



5^1,8x5 II iij 



By Cash Account . . 
„ Accounts owing this 
period . . 



£ s d 

1,568 I 10 

247 10 ij 



jfi,8i5 II iii 



Dr. 



PURCHASES ACCOUNT. 



Cr. 



To Cash Account 
„ Accounts owing at end^of 
period 



£ s d 
1.329 7 7i 

170 2 5J 



£1,499 10 I 



By Accounts owing last 

period 
^ Accounts Overpaid . . 

„ Net Purchases . . 



£ s d 

70 o 4 

O 18 10 

1,428 10 II 



£1,499 10 I 



Dr. 



MEMBERS' SHARE ACCOUNT. 



Cr. 



To Share Withdrawals 
„ Fines 



„ Balance: — Present claim 





£ 


s 


d 




176 


17 


9, 







12 


Hi 


I 


,922 


5 


II 


£2 


,099 


16 


7h 











£ s d 
By Balance last period .. | 1,968 18 loj 
Dividend and Interest 

transferred . . . . 119 o 3 
Share Contributions . . 11 17 6 



£2,099 16 7 J 



Dr. 



BANK ACCOUNT 



Cr. 



To Balance last period 

„ Deposits^ ' 

„ Interest 


£ s d 

95 17 7 

1,267 5 

030 


1 By Withdrawals 
1 „ Commission 

„ Balance 


£ s d 

1,356 2 10 

I 15 

532 




£1,363 I 


£1.363 I 
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Dr. 



TRADE ACCOUNT. 



Cr. 



To Stocks on hand; last 
period 

Purchases 

Expenses . . 



w 



Balance — ^being profit . . 



£ s d 

1.474 4 3 

1,428 10 II 

183 9 8 

180 13' +i 



£3:266 i82 2i 



By Sales 

, Dividend on purchases 



Stocks on hand 



£ s d 
1,613 7 oj 
7 16 3 



1,645 14 II 



£3,266 18 2i 



Dr. BAD DEBTS AND INSURANCE FUNDS ACCOUNTS. Cr. 



To Balances this period : — 
Bad Debts 
Insurance 


£ s d 

35 
10 


By Balances last period : — 
Bad Debts 
Insurance 

! 
1 


£ s d 
35 

6 ID 




£41 10 


£41 10 









Dr. 



EDUCATIONAL FUND ACCOUNT 



0. 



To Balance at end of period 



£ s d I 

14 13 8§ By Balance last period 
,, Grant 



£h 13 8i 



£ s d 

II 14 10.^ 

2 18 10" 



£14 13 «* 



D/-. 



To Balance at end of period 



RESERVE FUND. 



£ s d \ 

227 9 9^ ' By Balance last period 



£227 9 9A 



Cr. 



• • 


£ s d 

227 9 gk 




£227 9 9* 







It will be noted that, owing to exigencies of space, the 
accounts for Bad Debts and Insurance Funds have been treated 
together. For the same reason, the Expenses Accounts are 
shown in tabulated form, instead of passing them through 
individual Impersonal Ledger Accounts, 
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PART II. 

ACCOUNTS OF PRODUCTIVE CO-OPERATIVE 

SOCIETIES. 



CHAPTER I. 
SHARES, &c 



Generally speaking, a Cooperative Productive Society 
springs from the combined efforts of a few working men, just 
in the same way as does a Distributive Society, the only 
difference being that the Productive Society's founders are 
usually men who are interested in, and probably are engaged 
in, the business for the carrying on of which the Society is or 
was formed. 

Possibly a manufacturer in a large way of business has in his 
employ a number of men who are dissatisfied with the treatment 
they obtain from their employer m regard to hours, wages, and 
general conditions under which they work. They put their 
heads together with a view to improving these circumstances, and, 
finding that their employer remains obdurate, or cannot afford 
to grant the amelioration they require, they resolve to form a 
Combination, or Productive Society. Of course, this requires 
capital, and therefore, after subscribing among themselves as 
much as they can possibly get together, they may find that they 
are still short of the necessary amount. An appeal to the 
various Distributive Societies follows, and, providing the 
founders of the Productive Society can show a good case, the 
appeal is not made in vain. 



DO CO-OPERATIVE SOCIETIES' ACCOUNTS. 

5taares and Loans.— 

The shares of a Productive Society are, nearly without excep- 
tion, transferable only. Therefore the treatment of the Share 
Account will differ from that of the Distributive Society, 
inasmuch as there will be no share withdrawaJs. Under the 
Act no person or Society may be interested in the Share 
Account of a Society (productive or distributive) over and above 
the sum of ^£200. This does not debar the Society from 
receiving, or individuals or Societies from holding, loans above 
this amount, and therefore it is possible (and in many cases 
acted upcai) that the dividend and interest accruing to any indi- 
vidual or Society, being shareholders, may be transferred to 
Loan Account. 

It is assumed that the application for membership may be 
similar to that of Distributive Societies, with the necessary 
amendment in regard to the value and number of the shares to 
be taken up (vide page 2), And therefore the next point to be 
considered is the Share Ledger. 

THE A. Z, CO-OPERATIVE PKODUCTIVE SOCIETY, LIMITED. 
SHARE LEDGER. 1. 

Name Allotted Shares 

Address 



Ml 



II 



CO-OPERATIVE SOCIETIES' ACCOUNTS. 6 1 

From the above headings it will be seen that the total 
Contributions, 
Incoming Transfers, 

Dividend and Interest, 

less 

Fines, 

Outgoing Transfers, 

Dividend and Interest Withdrawn 

leaves the net Share Claim at a given date. 

Note. — The column for Fines is used in cases where the 
rules of the Society provide for same in cases, say, where a 
shareholder omits to make purchases for or during a given 
period. 



SUMMARY OF SHARE CLAIMS AND DIVIDEND 

AND INTEREST. 

To arrive at the total liability of the Society on Shares 
Account, also to register the purchases of each shareholder (as 
in the case of Distributive Societies, page ii, ante), it is neces- 
sary to keep a Summary of Shares, Interest, and Purchases, &c., 
as below : — 
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SHARES &c„ SUMMARY. 





Balance brought 
forward 


(A 

c 
o 

•c 

a 
o 
o 


Shares 
Transferred 


1 




£ s d 

Interest 
at 

% 


Dividend at Dividend 
in the £ |and Interest 


8 


No. 


B 
o 
o 

c 


6X» 

c 
o 


9i 

c 


(2 


(A 

2 




O 


Transfd. 
to Shares 


c 


I 

2 

3 
4 
5 
6 

7 

8 

9 

10 

n 

12 

13 

14 
15 
i6 

17 
i8 

19 

20 


£ sd 


£ sd 

1 
1 


£ sd 


£ sd 


jC sd 

1 


£ sd 


:Cs d 


£ 


£ sd 


£ sd 


£ sd 


£ sd 


Total 






















1 



The particulars for entering up Summary are obtained from 
Share Ledger, after same has been entered up for quarter. 
(Tne balance brought forward is obtained from Summary for 
last period, and the Purchases from Trade Ledger.) If neces- 
sary, a column could be inserted in Summary for Dividend and 
Interest Withdrawn, thus obviating the necessity for showing 
withdrawals in Share Ledger. 



Loans Account. — 

For Loan Ledger, Pass Book, Bond, &c., the reader is 
referred to Distributive Societies' Accounts, Part L, pages 19 
to 25, ante. 

Note. — It may here be stated en passant that the subsidiary 
books, including Cash (General and Petty), Payments Journal, 
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Share Contribution, Register of Members, &c., &c., may be used 
for this class of accounts, just in the same way as recommended 
in Part I. for Distributive Societies, 



THE A. Z. CO-OPERATIVE PRODUCTIVE SOCIETY, LIMITED. 
REGISTER OF SHARES TRANSFERRED. 



No. 


Share 

Ledger 

Folio 


Date 


Transfers 


No. 
12 


Share 

Ledger 

Folio 


Q 


Transfers 


I 




' 


1 














2 




' 




' 


13 




I 










3 






1 




14 














4 

5 
6 

7 
8 






1 
1 


1 

1 


15 
16 

17 
18 

19 














1 
1 
1 


9 












20 












10 






' 






21 












II ' 

( 

1 


., 


1 


1 1 


22 












Note. — Shares are of a fixed amount or value (usually £1)* 


'I'ransfers of undivided shares only should be made. 


Pas 


s Books 


• 

























Share and Loan Pass Books are given in Part I. These may 
be slightly altered where necessary, on account of transferable 
shares as against withdrawable shares. 



CHAPTER II. 



MANUFACTURING DEPARTMENT. 



In contra-distinction to a Distributive Society, which simply 
receives goods and passes them on to the consumer as received 
(excepting in smaller portions), a Productive Society receives 
goods, and expends a certain amount of labour thereon, trans- 
forming the raw goods or material into the finished article, 
before passing them into the hands of the distributor. 

Therefore, whilst most of the subsidiary' books of the Pro- 
ductive Society will be similar to those of the Distributive 
Society, yet here is an element to- be pro\dded for which does 
not occur in the latter. The element is Labour (productive). 
And labour in this respect adds necessarily to- the cost of goods 
to the Distributive Society, whilst adding to the value of 
goods to the Productive concern. 

Proceeding to the registering of the amount of labour 
expended ufK>n the raw material, it is desirable to point out 
that different productions require different grades, processes, 
and regulations of labour, and therefore it would be beyond the 
scoj>e of the present work to attempt to give forms, &c., which 
would be universally applicable. Therefore it is propyosed to 
deal with the matter in such a manner as to allow of elabora- 
tion and elucidation to suit the requirements which might be 
found necessary. 
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WAGES BOOK (Productive) 



Name 



Occupation 



M. T. 
Hrs. ! Hrs. 



W. 
Hrs. 



Th. 
Hrs. 



F. 
Hrs. 



S. 
Hrs. 



Total 
Hrs. 



Totals 



Rate 



Total 
Wages 



£ 8d 



SUMMARY OF WAGES (Productive) 



Date 



Department or 
Material worked No. i 
upon 


No. 2 


No. 3 


No. 4 


Foremen 


Total 


£ s d 


£ s d 


£ s d 


£ s d 


£ s d 


£ s d 










1 

1 



Nos. I, 2, 3, and 4 columns refer to the different trades 
employed upon the particular raw material to transpose it into 
the finished article. 



66 CO-OPERATIVE SOCIETIES' ACCOUNTS. 

Cost of Production.— 

In arriving at the. cost of a production, in addition to taking 
into account the above productive wages, the management 
expenses — such as Clerical Staff Salaries, Buyers' and Travel- 
lers' Salaries and Expenses, Maintenance of Machinery, Plant, 
Tools, &c.. Depreciation of Land and Buildings, &c., &c. — are 
taken into account. A fixed amount per £^ of production (or per 
cent.) is usually arrived at beforehand to include all these 
charges. If carriage is paid on goods delivered to consumer, 
this will also be included in cost of production. 



GOODS RECEIVED AND FORWARDED. 

These are entered as received or forwarded by the warehouse 
or factory depot clerk. 

A fonn of Goods Received Book is given in Part I., page 46, 
ante, 'I'his may be amended to suit the necessary requirements^ 

Invoices. — 

The Invoice clerk will copy the particulars (in duplicate, 
preferably) of goods sent on to customers from the Goods 
Despatched Book, or from abstracts made therefrom, and will 
forward same by post tO' customer. It is customary in many 
cases to enclose slip or flimsy with consignment also. 

The duplicate of invoice, or total amount thereof, is passed 
on to the Ledger clerk to- be posted to debit of customer's 
account in Sold Ledger. 

Bought and Sold Ledgers.— 

A description of Trade Ledger is found in Part I. (page 48, 
jante). This may, with but slight alterations, be used for both 
Eouglit and Sold Ledgers. 
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Credits and Returns.— 

These are usually printed in red ink to distinguish from 
invoices. Upon receipt of goods returned, or empties, the 
warehouse notifies the office, which deals with the matter by 
forwarding Credit Note to customer and posting amount of 
credit to credit of account in Sold Ledger. 

Examination Paper. — 

As in the case of Part I. of this work, it is thought that an 
Examination Paper will be found of interest, especially if same 
is carefully worked out. 

(By Permission of the Co-operative Union, Lim.). 

(8) The following is a diary of the transactions of a small Productive 
Society for three months, being evidence deduced from the receipts, 
invoices, and papers in the Society's possession. Open, enter up, and 
close the books necessary to keep the Accounts in a complete and satis- 
factory manner ; and compile therefrom a correct ^ Statement of Accounts 
for the Quarter ending 31st December 1899. 

i s d 
Oct. I — Received from the following persons Cash on Ac- 
count of Shares : — 
James Wagstaff . . . . . . 100 o o 

Thos. Ormerod 
Philip Jackson 
Caleb Wright 
WilHam Booth 
Geo. Red fern 
John Jones 
,, I — Paid into Bank. . 
„ I — Bought from Joseph Brown — Stock, 
Business 
Fixtures 

„ I — Bought for Cash — Books and Stationery . . 700 

„ 4 — Bought from the C.W.S. — Fixtures .. .. 50 o o 

2 — Paid to Joseph Brown — Cheque on Account . . 100 o o 

5 — Bank Cheque Book — Charged Bank Account . . 200 

„ 8 — Sold to Bolton Society — Goods . . . . 57 o o 

„ 12 — Bought from Alf. Earnshaw — Goods . . . . 39 o o 



100 o o 

100 o o 

100 o o 

100 o o 

100 o o 

200 o o 

750 o o 
Leather Bag 

573 o o 

150 o o 
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Oct. 13 — Received Cheque from Bolton Society 
Discount allowed .... 
16 — Received Account for Rent — Six months, from 

October ist, due in advance 
i6 — Sold to Pendleton Society — Goods 
22 — Paid to Alf. Earnshaw — Cheque 

Discount allowed 
22 — Sold to Grays Society — Goods 
„ 23 — Received from Pendleton Society — Cheque 

Discount allowed 
,, 24 — Received from Grays Society — Cheque 

Discount allowed 
,, 26 — Bought from Wilfred Brierley — Goods 
,, 28 — Paid Wilfred Brierley — Cheque 
Discount allowed 
28 — Paid Cheque for Rent — Dodson and Fogg 
28 — Paid Lancashire Insurance Company—Cheque for 

Insurance, yearly premium, from November ist 600 

29 — Received Demand Note for Rates and Taxes — 

Leeds Corporation 
31 — Paid Cash for Travelling Expenses 
31 — Paid Wages to Employees in Cash 
31 — Paid in Cash for Stamps and Incidentals 
„ 31 — Received Invoice for month's Carriage — L. and Y. 

Railway Co. . . . . 

„ 31 — Paid Joseph Brown — Cheque on Account 
,, 31 — Paid Cheque to C.W.S. on Account of Fixtures. . 
Nov. 8 — Sold to Bolton Society — „ ,, 

„ 8 — Bought of Alf. Earnshaw — ,, „ 

„ 8 — Paid Leeds Corporation — Cheque for Rates and 
X axes .. .. •• •• 

,, 9 — Sold to Pendleton Society — Goods 
„ 10 — Paid L. and Y. Railway Co. — Cash in Payment of 

Carriage 
„ 12 — Received from Pendleton Society— Cheque 
Discount allowed 
12 — Sold to Brogden Society— Goods 
20 — Bought of Wilfred Brierley — Goods . . 
20 — Received from Bolton Society — Cheque 
Discount allowed 
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it 
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Nov. 26 — Paid Joseph Brown— Cheque on Account 
28 — Pjiid Wilfred Brier ley— Cheque 

Discount allowed 
30 — Received Invoice for Carriage for month — L. and 

Y. Railway Co. 
30 — Sold to Grays Society — Goods 
30 — Withdrawn from Bank 
30 — Paid Wages in Cash 
30 — Paid in Cash — Expenses for Travelling 
30 — Cash Paid for Stamps and Incidentals 
30 — Received from Brogden Society — On Account — 

v^asu . . . • . • 

Dec. I — Invested in the C.W.S. — (Paid by Cheque) 
4 — Received from Grays Society — Cheque 

Discount 
9 — Bought of Alf. Earnshaw — Goods 
10 — Sold to Bolton Society — Goods 
15— Sold to Pendleton Society — Goods 
i6 — Bought of Wilfred Brierley — Goods . . 
22 — Received from Brogden Society— (Being First and 

Final Dividend of los. in the £) — Cash 
23 — Received Invoice for Repairs — Hobson & Co. 
23 — Sold to Grays Society — Goods 
24 — Received from Grays Society — Cheque 

Discount allowed 
27 — Received from Pendleton Society — Cheque 
28 — Goods returned to Wilfred Brierley . . 
28 — Paid in Cash, November, Carriage — L. and 
Railway Co. . . 

30 — Goods Returned by Pendleton Society 
31 — Received Invoice from L. and Y. Railway Co. for 
December — Carriage 

31 — Sold for Cash — Goods 

31 — Bank Interest credited to Bank Account 

31 — Bank Commission charged to Bank Account 

31 — Wages for month — Paid in Cash 

31 — Cash Paid for Incidentals, &c. 

31 — Travelling Expenses — Paid in Cash . . 

31 — Donation to War Fund — Paid in Cash 
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In making up the Accounts, you discover in your investigations that £$ 
is still owing for Wages, and £^ for Travelling ; also, £2 is overpaid for 
Rates and Taxes, and there is in hand a stock of Stamps, including the 
Cheque Book, amounting to £^, The Stock-in-Trade on the 31st 
December amounts to ;f 620. 

Interest on Investment to end of period is estimated at £1, while no 
provision is made for Discounts on Accounts Owing either to or by the 
Society. 

Depreciation on Fixtures must be taken at the rate of 20 per cent, per 
annum ; Share Interest at 5 per cent, per annum. 

Note. — Cheques received are assumed to be paid into Bank at once 
and need not pass through Cash Account. 

The foregoing Examination Paper, if worked out correctly, 
will give the following result : — 
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PART III 



THE AUDIT. 



CHAPTER I. 
GENERAL CONSIDERATIONS. 



The Act of 1893 provides that a Society shall employ a 
'* Public Auditor," or at least two other persons, to audit its 
accounts, which must be done at least once per year. 

Qualified Men as Auditors. — 

Societies are gradually awakening to the fact that audits con- 
ducted by qualified men (whO' make the subject of accountancy 
and auditing their speciality) are more desirable from every 
point of view than the work done by lay auditors. The work 
is bound to be more thorough ; the Society's position is greatly 
improved in the commercial world ; and merchants develop 
greater confidence, and, consequently, in their desire to trade 
with sound concerns, they will offer much better terms. 

The audits of Co-operative Societies do not call for any- 
special treatment, generally speaking. As a rule, up to the 
time of engaging a professional man, the accounts have been 
kept in a slipshod manner, and require a certain amoimt of 
skill and forethought to put into shape. Once established on a 
business-like and scientific footing all is plain sailing, pro- 
viding, of course, that the secretary' is a secretary, and not a 
makeshift. 
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Quotation.— 

Mr. L. R. Dicksee, F.C.A., in his valuable work on 
"Auditing" (p. 149), says, in connection mth the audit of the 
accounts of Co-operative Societies : — " .... the audit of 
" Co-operative Accountsr— to be effective — ^must be detailed, and 
" should be continuous, and it may be added that there is no 
" class of undertaking in which fraud, upon the part of 
"employees, is more general, and safeguards • against fraud so 
" few." 

Whilst agreeing with the first part of the above quotation (r^ 
detailed and continuous auditing), the author is of opinion that, 
of late years, the methods of keeping the accounts of Societies 
have vastly improved, owing, no doubt, to the introduction of 
professional auditors. In fact, cases of fraud in this connection 
are nowadays very rarely heard of (considering, of course, the 
immense volume of trade done by these Societies), and, no 
doubt, would be rarer still were better salaries paid. 

It is proposed at this juncture to give a specimen Balance 
Sheet, and afterwards to take each account separately, and com- 
ment thereon as to the special points to be considered. Various 
forms are in vogue, but the following will be found to give all the 
necessary particulars, and will be easily understood by anyone 
who will give the matter a little thought. 

Most professional auditors prefer to draw up the Balance 
Sheet themselves, or their clerks may do so under the chief's 
supervision. This obtains in many cases owing to the secretary 
(i) not having the necessary^ time, (2) or ability, (3) or being 
merely minute secretary, the office staff usually being engaged 
upon the increased work consequent upon stocktaking, &c. 

Note. — For the purpose of writing up the subjoined Annual 
Return to Registrar, the following Balance Sheet has been 
taken as an Annual Balance Sheet : — 
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Register No. 

County 

Form A.R. 12. (Official Copy.) 



INDUSTRIAL AND PROVIDENT SOCIETIES ACT, 1893. 

(56 & 57 Vict., c. 39.) 



Annual Return Prescribed by the Chief Registrar for Societies 
Carrying on Industries and Trades under the above Act. 

Year Ending 31st December 1900. 

This Return is to be sent to the Registrar on or before the 31st 

of March 1901. 

A copy of the Auditors' Report, if any, is also to be sent. 



Name of Society, Beehive Co-operative Society, Limited. 

Industries carried on by Society (Productive), Baking 

Trades carried on by Society (Distributive), Grocery, Drapery, Boot,. 
Butchering, Coal. 

Date of Establishment, April 21st 1870. 

When first Registered, June 27th 1870. 

Name and Address of\ 

every Officer in re- h. Campbell, Cashier .. .. /500 
ceipt or charge ofl ^ Travers, Secretary .. .. ^250 

money, and amount f ^ ^ ^.^^^ j Manager . . ^250 

of Security given by ' ^ ^ -^ 

each . . . . / 

Number of Members at the beginning^ of the year . . . . 5,047 

Number of Membsrs admitted during the year . . . . . . 251 



Together .. .. 5,298 
Number of Members whose membsrship has ceased during the year 190- 



Number of Members at the end of the year . . . . •• . . 5,108 

Do the Rules of the Society allow of Credit being given ? If so, state 
the number of the Rule. 

Does the Society give Credit ? No, If so, to what limit ? 
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The Audit for the year has been conducted by Mr. Wm. Maxwell, 
Public Auditor [or by , who was appointed 

Auditor by quarterly meeting of members under the authority of Rule 
No. 59.] 

R^stered Office of Society p) Cromford Street, in the County of 
Date 1901. 



(i) State fall postal address. 



Particulars of Productive Operations carried on by the Society 

during the year. 



Value of Productions for the year (Cost Price) 
Average Number of Workmen employed 
Amount of Wages paid (exclusive of Bonus) . . 
Bonus to Labour 



4 
.. /no o o 

/3 o o 



Details of the above particulars in respect of the various Departments of 

the Society. 



Depart- 
ment 


Value of 
Productions 


Average 
Number of 
Workmen 
Employed 


Amount of 
Wages Paid 


Bonus to 
Labour 


Observa- 
tions. 


Bakery.. 
Total as 


£ s d 
853 13 7 J 


4 


£ s d 

no 


£ s d 
300 




above . . 


£^53 13 7i 


4 


;flIO 


/3 





The Address to which Rules, Returns, and other Documents should be 
sent is as follows : — 

England and Wales: Registry of Friendly Societies, Central 
Office, 28 Abingdon Street, Westminster, London, S.W. 

Scotland : Registry of Friendly Societies, ' 3 a Howe Street, 
Edinburgh. 

Ireland : Registry of Friendly Societies, 16 Dame Street, Dublin. 
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The undersigned, having had access to all the Books and Accounts of the^ 
Society, and having examined the foregoing General Statement, and 
verified the same with the Accounts and Vouchers relating thereto, now 
sign the same as found to be correct, duly vouched, and in accordance 
with law. 

Signature of ist Auditor, William Maxwell. 

[or of Public Auditor] Public Auditor. 

Address, 59 Green Street. 

Calling or Profession — 

Signature of 2nd Auditor — 

Address — 

Calling or Profession — 

Date, December 31st 1901. 



If the Accounts are not audited by a Public Auditor, appointed under tlir 
Industrial and Provident Societies Act, two persons, at least, must be 
appointed as Auditors. 

If in any respect these Accounts are incorrect, unvouched, or not in 
accordance with law, the Auditors are not to sign as above ^ but are to make a- 
Special Report to the Society, of which a copy is to be sent to the- 
Registrar with this Statement. 



EXPLANATORY NOTES ON GENERAL STATEMENT 

OF ACCOUNTS. 
Cash Account. — 

This is an exact reproduction of the Cash Book Summary^ 
The sources of all receipts should be carefully gone into, and 
vouchers or other proof demanded for payments made. The 
cash in hand should be counted by the auditor or his clerk. 
If inconvenient on quarter-day, it should be done as early as- 
possible afterwards. 

Note. — The Dr. side of Cash Account is usually attended to^ 
first, leaving the Cr, side until afterwards, as in some cases 
the vouchers are not to hand, &c. {i,e., the payment of accounts, 
by cheque). 
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Land and Buildings, Fixed and Rolling Stocic, and investments 
Accounts. — 

The paxticulars axe obtained from the Impersonal Ledger. 
The auditor should examine all deeds, securities, &c. Due 
depreciation should be allowed. 

Banlcing Accounts. — 

Reconciliation to be made, comparing Bank Pass Book with 
Bank Account Book or Impersonal Ledger. Bankers should 
certify as to Balance at date of closing the accounts (under 
private cover). 

Expenses Account.-— 

The net amoimts are arrived at after taking into account the 
balances to commence (or accounts owing and charged forward 
last period), the amounts paid per Cash Account, and amounts 
owing and paid in advance this period. 

Estimated Expenses on Commission Sales are made in cases 
where Societies allow tradesmen to supply their members 
with goods. This expense is charged direct to Profit and Loss 
Account. 

The auditor should keep a watchful eye on the depreciation 
of Fixtures, Land, Buildings, &c., and when these items are 
heavy he should suggest special depreciation from time to time. 

Tabulated Departmental Account.— 

This presents no particular diflSculty. The transfers will be 
obtained from the Warehouse Transfer Ledger, or Leakage 
Ledger. The expenses should be charged to Branches indi- 
vidually, the general expenses being allocated according to the 
sales. Trade dividend is also calculated on sales. The losses 
are deducted from the total profit before filling in the totals. 
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Profit and Loss Account.— 

This is a handy form of Profit and Loss Account. It will be 
noticed that it is in two sections — the first gives the previous 
quarter's profit available, and its disposal, thus showing how 
the balance (if any) brought forward is arrived at. Special 
items — such as Subscriptions, &c. — not being strictly charges on 
Trade, and not being regular charges, are dealt with here in 
lieu of passing them through Expenses Account. 

General Statement.— 

This is a replica of the ordinary General Statement or Balance 
Sheet of a firm or company. Perhaps the only item which 
requires sp^ecial explanation is " Dividend on purchases carried 
forward." This arises from the fact that the firm which pays 
the dividend declares its profits half-yearly, and consequently it 
would not be correct to credit Trade Account with the whole 
of the dividend in the quarter in which it is actually received. 
Hence, half the amount available is taken into account 
(wherever the receiving Society balances its books quarterly), 
and the remainder carried forward to the following quarter. 



ANNUAL RETURN TO REGISTRAR. 

This is self-explanatory. It is really a resume of the transac- 
tions, position, &c., of the Society for one year. It is usually 
the lot of the auditor to fill up the form. Nevertheless, the 
Secretary should keep an eye on the matter, as there is a 
penalty under the Act for non-compliance with the Registrar's 
requirements. 



CHAPTER II. 



AUDITING, 



It is not intended here to go deeply into the duties of an 
auditor. Indeed, space would not permit, and therefore the 
reader desirous of further enlightenment in this respect is 
referred to the volumes which profess to deal exclusively with 
auditing. 

Land, Buildings, Fixtures, Repairs, and Trade and Banlc 
Balances.— 

Among other important duties, the auditor should carefully 
note that Lands, Buildings, and Fixtures are taken at a 
reasonable valuation ; that due depreciation is allowed ; that 
E.epairs are charged to Revenue, and not to Capital ; and also 
that Trade and Bank Balances are certified by the bankers and 
trade creditors. 

Cash in Hand. — 

The cash in hands of cashier should occasionally be checked. 
All advances in wages should be verified in the Committee's 
Minute Book. 

Members* Share Account.— 

The Members' Share Account requires considerable watch- 
ing. At least once per year the Member's Pass Book should be 
•compared with Share Ledger, and a distinctive mark (or a 
special stamp with the auditor's initials) placed opposite the 
amount in Pass Book. As an additional safeguard a printed 
list is published, giving Share Numbers and Amount of Capital, 
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to enable every member to check his or her own account. This^ 
list may be published once per annum along with the quarterly- 
Balance Sheet. A footnote should be given' on the Share List^ 
asking members, in case of discrepancy, to at once communicate 
with the secretary or auditor. 

Auditor*s Certificate. 

The question of the wording of the auditor^s certificate 
sometimes gives occasion for considerable thought. A few 
actual certificates given by Chartered Accountants, Incorpo- 
rated Accountants, Public Auditors, and lay auditors are 
subjoined, and may prove interesting. 

No. I : — 

After a careful audit of the books and accounts for the past 
quarter, we have pleasure in stating that we found them correct,, 
and that they continue to be kept in a satisfactory manner. 

I Auditors. 

No. 2 : — 

Examined and compared with the books of the Society, and 
found correct. 



Chartered Accountants. 

No. 3 : — 

To the Members, — 

We have examined the books and accounts of the Society for the- 

quarter ended , and hereby certify that the above is a. 

correct statement of the same. As regards the value of the Stocks, 
save and except the Drapery, we have relied on the figures appearing 
in the books, which have been certified by the stock- takers. 
In the Drapery Department the stocks have been estimated this, 
quarter. 



Chartered Accountants, 
And Public Auditors under the Industrial and Provident 

Societies Act, 1893. 



CO-OPERATIVE SOCIETIES* ACCOUNTS. 95 



No. 4 : 



We have examined the foregoing accounts and hereby certify 
that they are correct, and show the true financial condition of the 
Society. We have also seen the Deeds and other Securities. 



Auditors. 



No. :c : 



I have carefully audited the books, accounts, and vouchers ot 

your Society, for the half-year ending , and verified Cash and 

Bank Balances to that date. I have pleasure in certifying the- 
accompanying Balance Sheet as correct, and representing the true 
position of affairs as shown by the Society's books. Members' 
Pass Books have been compared with the Share Ledger, and found 
to agree. The Stocks are taken as valued by your Committee. 
Your oflftcials have willingly rendered me all needful information. 

F.S.A.A., Public Auditor. 



Auditors attend Shareholders' Meeting.— 

In addition to giving certificates for publication on the 
Balance Sheet, it is the custom of many auditors to attend per- 
sonally the shareholders' meeting, and (providing the state of 
the Society's affairs does not warrant a special report or 
criticism) he will usually content himself with presenting a com- 
parative statement of the Society's progress, or answer any 
question on the accounts that he may be called upon to do by 
the chairman. 
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LIST OF PREVIOUS ACTS RELATING TO IN- 
DUSTRIAL AND PROVIDENT SOCIETIES. 



The Industrial and Provident Societies Act, 1852 

1854 



>i 



and finally 



>• 



»> 



)» 



>» 



>• 



> J 



1856 
1862 
1867 
1871 
1876 

1893 



(15 & 16 Vict., c. 31). 
(17 Vict., c. 25). 
(19 & 20 Vict., c. 40). 
(25 & 26 Vict., c. 87). 
(30 & 31 Vict., c. 117). 
(34 & 35 Vict., c. 80). 
(39 & 40 Vict., c. 45). 
(56 & 57 Vict., c. 39). 



Ihe Friendly Societies Acts of 1834, 1846, and 1850 allowed 
for the formation of Societies for any " puipose which is not 
illegal." Also for " the frugal investments of the savings of the 
" members for better enabling them to purchase food, firing, 
" clothes, or other necessaries, or the tools or implements of 
" their trade or calling, or to provide for the education of their 
" children or kindred." 



PART IV. 



SYSTEMS OF CHECK. 



A WORK of this kind would be incomplete without some 
reference to the various check systems in vogue throughout the 
co-operative movement. Whilst this subject forms no essential 
part of bookkeeping and accounts, yet it is an important factor 
in the working of Co-operative (and, indeed, other) concerns. 

As may be supposed, the systems of check are many and 
various. It is not, however, the author's intention to dwell on 
old and obsolete systems, but to content himself w^ith describing 
three systems which seem to be the most popular. 

The best check system will provide for — 

I St. An effectual check upon the amount of money taken 
o^•er the counter. 

2nd. The registering of the individual member's purchases^ 
which rank for dividend. 

Shop Book System.— 

Commencing with the " Shop Book system " (which, by the 
way, is the oldest), the leading feature in favour .of this system 
is the fact that each member's dividend is calculated from the 
Society's Ledger, and not from data in the hands of the 
member, as in the case of the " Eccles " system, described later. 

The member is supplied with a small book, interleaved with 
blotting paper, ruled as follows : — 
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MEMBER'S SHOP BOOK. 



Shopman's 
No. & Initials 


Date 




Amount 




1 




£ s d 



The member, each time a purchase is made, produces the 
foregoing book, and the shopman enters the amount spent in the 
book, with his number or initials. 

He is supplied with a Shopman's Day Book, as follows: — 



SHOPMAN'S DAY BOOK. 



Date 



Member's 
No. 



Member's 
Initials 



Amount 

Pur- 
chased 



Non- 
m'mb'rs 
P'chas's 



£ s d ^ s d 



Sacks & 
Sun- 
dries ; 

£ s d 



Remarks 



^-o' 
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The member's number, initials, the amount of purchase, &c., 
are entered at the time of receiving the cash. It should be 
noted that non-member's dividend, under this system, is allowed 
at the time of purchase, and the net amount received entered 
in the column provided. 

Each shopman has two of the above books issued to him, 
one to be in use while the other is in the check office being 
posted up to the Members' Purchases Account. 

The total of the entries in the Day Book in all columns 
should agree with the cash handed to cashier. 

The Members' Purchase Ledger will contain accounts for 
about 500 members, this number being enough for one clerk to 
attend to. It may be a fairly large book, and should be very 
stoutly bound, as otherwise the constant wear and tear required 
by the numerous postings soon causes the book to fall to pieces. 

It is ruled thus : — 



MEMBER'S PURCHASES LEDGER. 



Name. 



501. 



Date Shopman's 
I No. 



£ s d 



Date 



Shopman's 1 

No.  £ s d 



Date 



Shopman's 
No. 



£ s *l 






» •• 






I* * 
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Items are posted from Shopman's Book by the check clerk. 
As there are such a great number of postings, it is a good plan 
to make the entries in copying-ink pencil, saving the time that 
would otherwise be wasted in entries in ink, thus dispensing 
with the use of blotting-paper. 

At the end of the quarter the amounts are added up, and the 
number of even pounds carried to members' credit in Shares 
Summary (vide pp. ii & 62, ante). The balance over is carried 
to credit of new quarter's account. 

The ••Eccles" System.— 

The advantage claimed by this system lies in the fact that it 
is not so exp>ensive as some of the other systems. 

A book of checks, perforated, numbered consecutively, and 
referenced, is issued to the shopman. It is in duplicate, and is 
ruled as follows : — 
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ECCLES CHECK BOOK (Shopman.) 





Beehive C. 

1 


s., 


Lim. 


1 


Twelve 


6* 




Beehive C. 

1 


s., 


Lim. 


a 








Beehive C. 

1 


s., 


Lim. 


3 








Beehive C. 
1 


s., 


Lim. 


i 








Beehive C. 

1 


s., 


Lim. 


5 









Beehive C. 
1 


s., 


Lim. 


6 








Beehive C. 

1 


s., 


Lim. 


7 








Beehive C. 

1 


s. 


Lim. 


8 








Beehive C. 

1 


s., 


Lim. 


9 








Beehive C. 
1 


s., 


Lim. 


10 








Beehive C. 

1 


s 


, Lim. 


11 








Beehive C. 

1 


s., 


Lim. 


12 








Beehive C. 
1 


s., 


Lim. 


13 








Beehive C. 

1 


s., 


Lim. 


14 








Beehive C. 

1 


s, 


Lim. 


15 








Beehive C. 
1 


s. 


Lim. 


16 








Beehive C 

I 


s., 


Lim. 


17 








Beehive C. 

1 


s., 


Lim. 


18 








Beehive C. 

1 


s., 


Lim. 


19 








Beehive C. 
1 


s., 


Lim. 


20 







102 CO-OPERATIVE SOCIETIES^ ACCOUNTS. 

When a member makes a purchase the shopman fills in the 
amount on one of the tickets or checks as given, writing the 
shillings in words and the pence in figures to prevent, as far as 
practicable, any possible falsification. 

Oummed Sheet. — 

The member takes the check home, and places it upon a 
gummed sheet supplied for the purpose. There is nothing of 
particular note in connection with the gummed sheet, excepting 
that a space should be left for the member's name and number. 

At the end of quarter the gummed sheet is taken to the 
office, together with Pass Book, and the clerk enters the amount 
of purchases per gummed sheet in space provided for same in 
Pass Book (page 7, ante), the amount of purchases for quarter 
finding its way to Shares Summary from Pass Book. 

It will thus be seen that each member practically posts his or 
her own account automatically by gununing the checks upon the 
sheet. This saves a certain amount of clerical work. 

Non-members' dividend is not allowed at time of purchase, 
but check or checks must be pasted on a gummed sheet and 
duly presented at office for payment. 

The duplicates left in Shopman's Book are totalled, and 
should agree with amount of cash handed in. 

When the gummed sheets are received at end of quarter, the 
checks may be followed back to Shopman's Book duplicate to 
complete the check. 

The ** Climax " Check System. - 

This system is of more recent date than the previously- 
mentioned ones. It is in use at the present time in over 350 
Societies. 
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Leading Features. — 

Its leading features may be summarised as follows : — 
(i) A Society can prove quarterly whether or not the whole 
of the cash received from members by the store- 
keepers has been accounted for by comparing the 
total cash receipts with the total of members' ^claims 
for dividend. 

(2) There is no unaccountable discrepancy between the 

cash receipts and members* claims for dividend, and 
no outstanding balance of checks at the quarter end. 

(3) It enables a Society to ascertain quarterly or half- 

yearly what purchases have been made by, and what 
dividend is due to, each member without the member^s 
assistance. 

(4) The troublesome changing of checks during the 

quarter, and bringing of them in at the quarter end, 
are done away with. 

(5) Non-members cannot transfer their checks to members. 

(6) No books, gummed sheets, or metallic checks are 

required by the members. 

(7) Members losing their checks do' not lose the dividend 

on them. 

(8) It is a superior check on non-members' trade. 

It is claimed that the system is almost infallible for the 
prevention or detection of fraud. 

A shopman receives, say, iis. from a member. He gives the 
member a check for that amount, but by the simple device of 
preventing the carbon paper from giving a copy he can make 
the duplicate check anything he pleases. But in the " Climax " 
system the member's dividend is paid from the duplicate, and 
not from the member's check. Therefore, if the storekeeper 
makes the duplicate check is. instead of iis., he may jwssibly 
escape detection until the quarter-end, but the member will then 
be I OS. deficient in his checks, and a comparison of them with 
the Ledger discovers the fraud. 

Subjoined is given a specimen page of Shopman's Counter 
Book, which is in triplicate: — 
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FORM OF '« CLIMAX" CHECK. 



2 


Beehive 
No. 

1 


C. S., 
1. 


Lim. 


1 


Beehive 

No. 

1 
1 

1 


C. S., 
1. 


Lim. 


4 


Beehive 
No. 


C. S., 
1. 


Lim. 


3 


Beehive 

No. 


c. s., 
1. 


Lim. 


6 


Beehive 
No. 


c. s., 
1. 


Lim. 


5 




1 

Beehive 
No. 


1. 


Lim. 


8 


Beehive 
No. 

1 

1 


c. s., 
1. 


Lim. 


7 


1 

1 

Beehive 
No. 


c. s., 
1. 


Lim. 


10 


Beehive 
No. 

1 


c. s., 
1. 




Lim. 


9 


Beehive 
No. 


c. s., 
1. 


Lim. 


12 


Beehive 
No. 


1. 


Lim. 


11 


1 
1 

Beehive 
No. 

t 


c. s., 
1. 


Lim. 


14 


Beehive 

No. 


c. s., 
1. 


Lim. 


13 


Beehive 
No. 


1. 


Lim. 


16 


Beehive 
No. 


1. 


Lim. 


15 


Beehive 
No. 


c. s., 
1. 


Lim. 


18 


Beehive 
No. 


1. 


Lim. 


17 


Beehive 
No. 

1 


c. s., 
1. 


Lim. 


20 


Beehive 
No. 


c. s., 
1. 


Lim. 


19 


Beehive 

No. 1 

1 

1 

1 


c. s.. 
1. 


Lim. 
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The following is the description of working given by the 
author of the system: — 

" Each shopman's Counter Book (out of which members' checks 
are made) contains 150 leaves — 100 perforated and 50 plain. 
The first and second leaves are perforated, and the third is plain, 
this order being repeated throughout the book, which serves for 
1,000 transactions. Each check in the perforated sheets is first 
stamped with a " Climax " perpetual dater, bearing the date, 
shopman's number, and Society's initials. By placing a piece of car- 
bonic paper under the top leaf and another under the second leaf, three 
copies are obtained, the writing being done with ? common hard lead 
pencil. The checks from the first perforated leaf are given to the mem- 
bers, who take them home and file them, on a file provided, until 
quarter end, when the members total them and compare the total 
with the dividend warrants piven at the office. If found correct 
the member destroys them (after drawing: the dividend) ; if 
incorrect, the checks are returned to the office for comparison 
with the Trade Ledger, when any error or fraudulent act can be 
detected. The checks of the second leaf are left in the book 
until the week end, when all books are sent to the office and 
another set obtained for the following week. After adding the 
items on these perforated leaves and debiting the totals to each 
servant in a Balancing Book, the leaves are separated at the per- 
forations into single checks and sorted by means of a " sorting 
case" (containing 100 spaces), according to the member's Pass- 
Book or Ledger numbers written upon them. 

" In the first sorting, a handful of checks is taken promiscuously 
and sorted into hundreds — i — 99, 100 — 199, &c., until the checks 
are gone through. Then another sorting case is taken and the first 
lot I to 99 are sorted again, so that each member's tickets fall into 
their own space ; thus however many purchases a member makes 
during: the week, they come together. The checks are then taken 
from these spaces and posted in the Trade Lede^er, after which 
they are tied up and put away, or stocked in boxes or on spiked 
boards, and the next hundred proceeded with in like manner. 
There is no searching for Ledger folios as in the " book " system. 
No. I member's purchases for the week are posted first, then No. 
2, and so on to the last or highest number. The saving of time 
(not to mention the economy in Ledgers) is obvious ; thus, in a 
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Society with i,ooo members whose members' purchases average 
five per week the folios would require finding 5,000 times under 
the old system of posting, whereas with the " Climax " system 
each folio would require finding once only, the folios being taken 
in consecutive order, commencing at folio i. Where the weekly 
purchases average more than five the saving would be propor- 
tionately greater. 

"It is not uncommon to find cases in which more than 40 
purchases have been made by one member in a week. In such 
cases the economy in posting by the " Climax '* method is very 
great. 

" The unperf orated or plain sheets, which are numbered con- 
secutively to prevent fraud by removing, are stamped only once at 
the top of each leaf, and are left in the cover for future reference, 
if required." 



THE LEAKAGE SYSTEM. 

The question of Leakage in the various processes of the distri- 
bution of goods has been a source of trouble and annoyance to the 
managers of many Co-operative Societies, but with a knowledge 
of what may be called "local idiosyncrasies" in methods of 
doing business, no difficulty should be found in arriving at the 
amount of excessive leakage; and, by a little extension of the 
system, the amount of profit that should accrue from the business 
done can be plainly demonstrated. 

To work the system, all goods should be charged to the 
various shops at both cost and selling prices. If supplied direct 
from merchants or manufacturers, they are charged direct; if 
from the Society's warehouse, they should be invoiced from the 
warehouse, for which purpose the following form is given, and 
which should be made in duplicate, a copy being kept in the 
warehouse : — 
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Ledger 


Dr. 


. References. 


INO. 20,0X> 

Cr. 



SUPPLY NOTE. 



Supplies from Warehouse. To Branch 



190. . . . 



Pack- 
ages 



Quan'y 



Description 




s d 



Pu 

6 






Carter. 



Total Value Packages 
Received by 



£ s d 













a; 
Ou 



^sd 



N.B. — It is essential that all goods charged hereon be checked immediately upon 
receipt, and any diflferences notified immediately. 



Empties and goods returned to merchants and warehouse 
from Branches are entered on a duplicated form, one copy 
being forwarded to warehouse, and the other retained by 
Branch manager. 

If empties are forwarded to merchants direct, the Branch 
manager should obtain railway official's signature. The 
General Office must, of course, be advised of any direct 
consignment of empties. 

The following may be used as a Credit Note in connection 
with above transactions : — 
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o 



a 
u 

U 
tfi 

a 
B 

W 



CO 

O 
O 

O 

u 

v2 

W 
H 
O 



CJ 



bc 

c 

• 1-N 

a 

4) 



(A 



«^ 



PL, 



ft- 



C/l 



<-^ 



u 
0) 


o 


ft^ 


izi 




o 




U^ 




u 


A 


3) 


h^H 


tic 


u 


^3 
0) 




J 



(/3 

J3 



u 

PQ 



<4-l 






6 






(U 




^ 






o 



c 
o 



k4 
u 

Q 



XjpuBnQ 



c 
o 



St3 
o ^ 



qouBjg 
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The totals of Supply Notes and Credit Notes are posted to 
debit and credit respectively of Branch, in the Supply Ledger, 
as below. 

If the desire is to check the transfers weekly, then each class 
of entries must be kept well posted up. By this means it may 
be ascertained how much stock-in-hand should be held at any 
particular Branch. 



LEAKAGE OR SUPPLIES LEDGER. 



1. 



Account of Supplies from Warehouse to Branch. 



Dr. 



Quarter ending, 



Date 



Invoice 
No. 



SUPPLIES. 
Cost Price. Sem.ing Price. 



Details 



r s d 



Weekly 
Totals 



Details 



£■ s d r s d 



Weekly 
Totals 



s d 



Cr 






C 
u 

I »5 



I 



CREDITS AND RETURNS. 
Cost Price. Selling Price. 



Details 



Weekly 
Totals 



Details 



Weekly 
Totals 



Cash 



i d 



s d 



r s d r s d 



no 
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At the quarter end the Ledger is totalled, and a statement or 
balance is taken out as follows : — 

LEAKAGE STATEMENT. 



To Stock to commence 
M Goods per warehouse 



, direct from merchants (per 
Invoice Journal) 
Proportion of carriage . . 



£ s d 



Branch 19 



By Sales 



M Leakage 

" Stock on hand 



'£ s d 



The Stocks, Supplies, and Goods direct are entered on this 
statement at selling prices. 

Many Societies allow each Branch a leakage of 3d. in the jQ 
on Sales. If the leakage shown is larger than this, then the 
Branch manager is called upon for an explanation. 

In the comparatively rare event of the account showing a 
surplus, then some error in charging out the supplies may 
safely be looked for. 
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CURTIS, GARDNER & BOXWELL, LTD., 
Companp Refllstratlon jlflents $ Specialists. 

Head Offices: 25 COLLEGE HILL & 62 CANNON STREET, 

TELEPHONE, 5.725 BANK. TELEGRAMS, "CLIENTSHIP," LONDON. ^'®' 
Also BIRMINOHAM, BRADFORD, LIVERPOOL, 0LA500W, &c. 

Agents in ehlef Continental Cltlea. 



A very large and varied Stock of Company Books and Forms is kept by us. 
Complete sets of Company Books, including Register and Account Books, in 
six different colours. All Forms and Registers sold by us are prepared for 
practical use. Their standard of usefulness and efficiency is the outcome of 

years of practical experience. 



We are always pleased to render assistance to our Clients by 
supplying Precedents. Counsels' opinion always available. 



Companies and Syndicates 

registered for the purpose of 
purchasing existing businesses 
or starting new businesses. 


Partnerships negotiated where 
the liability is limited. 


Private Lists of Investors. 

Prospectuses and Circulars 
posted to Private Lists of 
Investors. 


Companies Re - constructed. 


1 
Advances negotiated on Re- 
versions, Life Policies, Free- , 
holds. Leaseholds, Shares, &c. j 


Lists of Investors. Envelopes 
addressed from lists of upwards 
of 300,000 Investors. 


Information given, and assis- 
tance rendered in matters re- 
lating to the sale of existing 
businesses to Limited Com- 
panies or Private Syndicates. 


Prospectuses, Application 
1 Forms and other Insets speedily 
printed, ruled, banded, and 
posted. 


Company Documents specially 
prepared, stamped, and filed. 


Businesses investigated and 
reported on. 



Traosfer worK and Secretarial worK of every description 

undertaken. 



eOMPANY ADVERTISING A SPBeiALTY. 

INTERVIEWS AND INFORMATION GRATIS. 



CURTIS, GARDNER & BOXWELL, LTD. 

HEAD OFFICES: 

25 eOLLEGE HILL & 62 eANNON STREET, LONDON, 

E.C* 

Telephone, 5,725 Bank, Telegrams, *^ Clientship," London. 
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Accountancy and 
Law Publications. 



Accountant, The. Weekly 

»» „ Per annum post free, (U.K.) 

»» M do. do. Foreign ... 

»» ,, Binding Cases 

ft ,, File Cases 

Accountants' Journal. Monthly 

„ ,, Per annum (U.K.) 

9 9 ,, do. Foreign 

»» ,, Binding Cases 

9 9 9 9 Jr lie v^ases ••• ... ... 

,9 and Bookkeeper's Vade-Mecum. 

(Whatley) 7/6 

99 Assistant. (Beckett) : 6/- 

99 Code ... ... ... doz. 5/- 

99 Compendium. (Dawson) (2nd Edition) I 21/- 

Diary • 1 1 .C . ( Poolscap 1 day to page ) 

n. ( „ 2 „ ) 



Pub. 
Price 

NET 

-/6 
24/- 

36/- 

2/6 

3/6 

-/9 
7/6 
8/6 
a/6 

I/- 



f » 
»» 
99 
»» 
»« 
»» 



) 
) 

) 



8/- 

3/6 
1/6 

2/- 

5/- 
a/6 



ni. ( „ 3 
111.A ( „ 3 

,,IV.&IV.F.(8vo I 

V. ( „ 2 

99 Manual. Vols. I. to X. ... each | 12/6 

99 9» Vol. III. ... ... ... I 10/6 

99 9» The set of 10 Vols 

Advanced Accounting. (Dicksee) (2nd Edition) ... 

Agrricultural Accounts. (Meats) 

Ante- Audit. ... each i/-; ^-doz. 5/6; doz. 

Auctioneers' Accounts. (Dicksee) (2nd Edition)... 

Audit Note Books I. & II., each -/6, doz. 5/- ; 100 

99 »» 111. ••• each a/- ; doz. 

99 9« 9» ••• 5070/-; 100 
Auditing. (Dicksee) (7th Edition) 

Australian Mininn: Companies' Accounts. 

(Godden & Robertson) 

Bank Bookkeeping and Accounts. 

(Meelboom) (2nd Edition) 

Bankruptcy. (Stevens) (2nd Edition) 



100/- 

21/. 

5/- 
10/- 

3/6 
40/- 

20/- 
no/- 

ai/- 

3/6 

5/- 
7/6 



QBE & CO., 34 MOORQATE ST., LONDON, B.C. 



QBE & COm publishers, 



»» 



»» 



»« 

»» 

>» 

>» 
»» 
f « 



f 9 

»» 

f 9 

99 
»« 
f f 

99 



Bankruptcy. Time Table. ... 

Trustee's Estate Book. (Dicksee) 
each 4/- ; doz. ... ... 

Trustees, Liquidators and Receivers, 
Law of. (Willson) (2nd Edition) ... 

Bookkeeping, Antiquity of. (Heaps) 

Elementary. (Day) 

Elements of. (Streeter) 

Exercises. (Dicksee) 

for Accountant Students. (Dicksee) 

(5th Edition) 

Company Secretaries. (Dicksee) 
Executors and Trustees. 
(Hawkins) 

Publishers. (Allen) 

Retail Traders. (Findlay) 

,, Record Book. (Findlay) 

Solicitors. (Hodsoll) 

Technical Classes and Schools. 
( v^iaiice ) ... ••* ... 

Principles of . (Carlill) 

Brewers' and Bottlers' Accounts. (Lanham) ... 

Brickmakers' Accounts. (Fox) 

Builders' Accounts. (Walbank) (2nd Edition) ... 
Building Societies' Accounts. (Grant-Smith) 
,, Society Table and Loan Calculations. 
(Johnson.) ... 

Chartered Accountants' Charges. (Pixley) (3rd 
Edition) 

Companies Act, 1900. (Reid) 

,, ,, ,, Duties of Auditors under 

Company Secretary. (Fox) (5th Edition) 

,, Winding-up Time Table 

Compendium, Accountant's. (Dawson) (2nd Edition) 
Co-operative Societies' Accounts. (Sugden) 

Cost Accounts (Hawkins) 

• Multiple. (Garry) ... 

of an Engrineer and Ironfounder. 

I J-'CoLI ••• .•• ... •«• 

Single (Mitchell) 

Terminal. (Nesbit) 

Cotton Spinners' Accounts. (Moss) 

Dairy Accounts. (Rowland) 

Depreciation, Reserves, and Reserve Funds. 

^■■-''ICitScc I ••. ... ,.. ... ,,. .. 



99 
f » 

99 
99 



99 
99 

99 
99 



Price 

NET 

./6 
40/- 
10/- 

!/■ 
■/- 

1/6 
3/6 

10/6 
3/6 

3/6 

2/6 

3/- 
4/- 
3/6 

a/6 

3/6 
10/6 

3/6 
3/6 
3/6 

i/- 

10/6 

i/- 

■/- 

25/- 

-/6 

31/- 

5/- 

5/- 

3/6 

a/6 
3/6 
3/6 

5/- 
3/6 

3/6 



34 MOORQATE ST., LONDON, B.C. 



